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These wheels 
rolled over 


a paper road 


There’s more than one way to unload 
grain. Here, they just shake the car 
and it empties itself! 

Records of the grain’s journey are 
kept on Fanfold waybills, details are 
checked on Flatpakit forms. Other, and 
varied, cargoes move by truck, all facts 
secure on Speediset manifests. Such 
business forms, made by Moore, lay 
down a smooth road of paper over 
which freight and passengers roll. 

Moore Business Forms whittle costs 


& 
sharply on all writing tasks. Wik E 
Storage & Transfer Company, Sef 
Falls, South Dakota. use Moore 9-p°7 
Fanfold Freight Bills, “save ab 
$3000 a year.” The Reading Comp 
Philadelphia, make a considerable 
ing in time and money with Mor 
multi-copy forms. 


Moore, supplying many thousané: 
business forms. may help bring im 
tant savings in your forms operatil®) 
Call your local Moore office, today. 


MOORE BUSINESS FORMS, IN 


Factories in Niagara Falls, Elmira, N. Y.; Minneapolis, Minn.; Denton, Texas; Los Angeles, Emeryville, (# 
Sales Offices in over 200 cities from coast to coast, also factories and sales offices across 
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- SOUNDWRITER 


le Now Doetion Spiteument 


THAT MAKES YOUR PRESENT METHOD SEEM OLD-FANGLED 


RS 


RES 


sks. Wilk) with no appreciable lag or distortion use, the AUDOGRAPH can increase 
pany, z | when you play back. VES SRS Caen your executive accomplishment — 
ae 2 ' A mere flick of the switch permits you The Flexograph discs on which the can help you do your job faster, 
" Comps) todictate or listen, at will. Thereare  AUDOGRAPH records, are ultra-thin, smoother, more effec- 
derables} 10 separate recording or listening permanent, practically indestruc- , tively. For full informa- 
with Mo - ams to manipulate. Flicking the  tible. They can be transcribed, audi- = J tion, ask your secretary 
switch to “‘Listen’’ automatically — tioned and filed, or mailed as easily = || to mail the coupon today. 
— plays back the last few words. and economically as a letter. ~—— | 
s operative q Ry SEND FOR THIS FREE BOOKLET 
-e, today a A PRODUCT OF i oo — 
: R AY The Gray Manufacturing Company 
T Avupocrapu Division 
' ING 7 HE MANUFACTURING COMPANY i 16 Arbor Street, Hartford 1, Connecticut 
W.E. DITMARS, president + 16 ARBOR ST., HARTFORD, CONN. + 230 PARK AVE., N.Y. id Please send me, without obligation, your booklet describing 
Emeryville, the new AUDOGRAPH in further detail. 
across cut Originators of the Pay Station Telephone and q Ps 
Makers of Communications Equipment since 1891. MM Oe TURES oS ickn sui cecor idee dies 065s. cane mest y 


THE AUDOGRAPH is a sensation- 
ally different electronic soundwriting 
instrument, with such complete and 
effortless control it makes your dic- 
tation virtually automatic. 

FINGERTIP CONTROL 
A touch of your finger starts or stops 
your dictation instantly — in the 
middle of a syllable if you wish — 


A twist of the dial picks up your dic- 
tation at any previous word or 
phrase. You can even dial while 
listening to “‘find your place,”’ with- 
out marring the record. 

Pressing a key clearly and accurately 
indicates for your secretary the end 
of a message, or locates a correction. 
No need for a pencil or log sheet. 


No other machine compares with 
the AUDOGRAPH’S all-around ver- 
satility. Occupying only the space of 
a letterhead, it weighs but 16 pounds, 
is portable, operates anywhere — in 
any position, even upside down. 


INCREASES EXECUTIVE ACCOMPLISHMENT 


Whatever dictation method you now 
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Setting higher standards of typing performance 


The Remington Typewriter with Keyboard Margin Control* and its time and energy saving features 
is the delight of the typist. It allows her to turn out more work, better work, 
with a smaller expenditure of work-effort and time. With Keyboard Margin Control, 
the latest exclusive Remington Rand feature. the typist sets margins with on-the-dot accuracy — 
with the merest flick of her fingers. And the swift. easy action of the Remington KMC 
invites her flying fingers to flow smoothly over the keyboard. The letters 
you sign and the executive reports you see are produced with effortless ease 
and perfection. There’s no reason to be satisfied with anything but 
the best ... work done on a Remington KMC typewriter. 
Call your nearby Remington Rand representative. 
Let him show you 
all the Remington KMC Plus Values .. . 
the Plus Values that set higher standards 
of typing performance 


—at the lowest net cost. 


THE FIRST NAME IN TYPEWRITER 


Extra Writing Capacity! More Typing, Less Tiring! 
Exctusive Longer Writing Line Unit Construction speeds peri- Piaten lifts out quickly, easily, — Typists welcome the Silent 
eften eliminotes the need fora —edic check-ups; makes pert fer daily cleaning. Corrioge Return—it Meets hack 
wider cartiege machine. replacement sasier. @t @ touch! 


OFFICE MANAGEMENT AND EQUIPMENT—featuring office equipment, methods, Personal and purchasing is published monthly by Andrew Geyé? 
Inc., at New York, N. Y. Business, Editorial offices, Circulation and Production Department, 260 Fifth Ave.. New York. Entered as second clas 
matter on Sept. 20, 1946, at the P. O.. N. Y., under the Act of March 3, 1879. Volume 9, No. 2, February, 1948. Subscription $2.00 per yea 
in United States and Possessions. Mexico and Cuba: $3.00 all other countries, Printed in United States. 
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Scott, Foresman & Company, prominent educational pub- 
lishers, have this to say about their Ditto Order-Billing 
Back Order System: “To those contemplating the installa- 
tion of a Ditto Business System we say, ‘Ditto Costs You 
Nothing.’ It is an investment which yields substantial 
savings in time and money and pays its cost many times 
each year.” 

Hundreds of business firms, in scores of industries, at- 
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i ; test to this. For Ditto is more than a duplicating method; 
2 it is a One-Writing Business System that helps mesh the 
« gears of every department of business. Whatever the size 
4 ; or nature of your business, you can adapt Ditto with profit 
to order-billing, payroll, production-order and purchase- 
order work. To learn how Scott, Poresman utilizes Ditto 
to its advantage, write today for your free copy of Case 
— History No. 4710. 
— PURCHASING DITTO, INC., 2260 W. Harrison St., Chicago 12, Ill. 
a re In Canada: Ditto of Canada, Ltd., Toronto, Ontario 
ORDER-BILLING ™ sila ; 


st One Whiling D | T1TO Business Systeme 
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Precisi0lt... 


That's what you gettin PAN AMA-BEAVER Carbon Paper: 


Constantly precise as the most detailed operations in producing an airplane, 
are the manufacturing processes employed here to make PANAMA-BEAVER prod- 


ucts infalliby 4 lheail al bp office officioney 


Brilliantly conceived, meticulously planned, developed into vital being for yeo- 
man service in the most important of America’s offices and institutions — PANAMA- 
BEAVER Carbons and Ribbons can never suffer from the obvious faults of mass- 
production, never be other than head and shoulders above the commonplace. 


if? 
=) PANAMA-BEAVER 
3 lobond” anni 


MANIFOLD SUPPLIES CO, 188 3rd Ave, Brooklyn 17, N. Wf 


Coast to Coast Distribution 


CARBON PAPERS HECTOGRAPH UNI-MASTERS INKED RIBBON 
OFFICE MANAGEMENT AND EQUIPMENT February, | 
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Conse this CRESTLINE Desk from any angle. 
Its exceptionally fine appearance is based on the func- 
tionally designed efficiency of its every part. 


As it is beautiful in appearance, so it is a marvel of 
efficiency. Here is a desk with all those features you 
expect to find in a product that is outstanding in its 
field . . . flexibility, adaptability and completely func- 
tional design. 


We would like you to know about all the wonderful 
features of this truly fine desk ... 


Write for a CRESTLINE Desk Folder. 


For an individual piece or 
a complete office installation 
—look first to the finest— 
to Security CRESTLINE. 


ek 


1BBON CURITY STEEL EQUIPMENT CORPORATION ® AVENEL, NEW JERSEY 
) 
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sensational new principle in desk lighting! The new “Circlarc’’ fluoresc- 
ent bulb in this beautifully finished, sturdily constructed Faries Circlarc 
Desk Lamp. Adds lustre to the finest ‘‘top level executive’’ desk. 


The Circlarc provides a maximum of cool, non-glaring light where it is most 
needed on the working plane, the front of the desk. Striking appearance and 
the ‘‘something-new”’ features will make the Circlarc the hottest number in 
your line. 


SPECIFICATIONS—No. 20200 
Height 13”. All brass adjustable shade 7!” x 14!4”. Single push button switch. 
Heavily felted cast base 6” x 12”.-10’ rubber-covered cord. 
Finish: Electroplated statuary bronze with gold trim, or steel gray with gold 
trim. (Specify finish desired) 


Circlarc bulb included. Patent pending. 


“Fluorescent 
Desk Lamp 


Patent Pending 


The CIRCLARC 


Bulb 


Bulb shape, Semi-circle, 12” 

iam. 

18 watts (Approx.) Color, 
white. 

Rated life, (at 3 hours per 
start) 2500 hours. 

4000 hours at 6 hours per start, 
and 6000 hours at 12 hours 
per start. 

Tube diam., 1”. For use on 110- 
125 volt, 60 cycle, Alternat- 
ing Current only. 


a Few of the New Numbers... 
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OC aes Manufacturing Company, Decatur. Hil. 


Pioneers in Lighting Equipment Since 1880 


February, 1! 
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Chair shown is Goodform No. 2123 
N office worker sits in a chair nearly 
2,000 hours a year. It is good busi- 
ness and good sense to\make sure that 
thechair is comfortable, thereby reducing 
____-) fatigue and increasing productivity. 
—4 Five adjustments on Goodform Alu- 


minum Chair No, 2123 permit it to be 
fitted to each individual, and thus pro- 
Vide good seated posture and practical 
working comfort. It is specifically de- 
signed for use by secretaries, stenog- 
| taphers, typists and machine operators. 
Goodform Aluminum Chairs have 


ruary, 


| February, 1948 


Working Comfort 


welded joints. They will not split, 
splinter, or develop rough edges to 
tear hosiery and clothing. Foam rubber 
cushioning over a shaped seat and back 
bring a new sense of seated comfort. 
The sparkling anodic finish of natural 
aluminum retains its new appearance 
throughout the years. There is no paint 
to scratch, mar or chip. 


No. 2123 is the finest stenographic 
chair on the market. It will last a busi- 
ness lifetime. Invest in good office seat- 
ing—buy Goodform for working comfort. 


SOODFORM ALUMINUM CHAIRS « METAL DESKS « METAL FILING CABINETS © STEEL SHELVING « STEEL STORAGE CABINETS 
OFFICE MANAGEMENT AND EQUIPMENT 


GOODFORM 
Adjustable 


ALUMINUM CHAIRS 
= (GES —_ 


AA product of THE GENERAL 
FIREPROOFING COMPANY 


423 East Dennick Ave. 
YOUNGSTOWN 1, OHIO 
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#1200 is my number 
a One you should know 


For I'm a fast mover 


And keep on the go. 


From factory to dealer 


From dealer to master 


‘ : | never pause long enough 


To cool off one caster. 


Guess it’s no secret 
For I’ve often been told 
Good value fairly priced 
Makes customers stay SOLD. 


INTERESTED? 


Write us for the name 
of your Sturgis Pos- 
ture Chair Dealer. 


> 


POSTURE CHAIR 


Sturgis, Michigan 


* INCOMING MAIL - 


We welcome letters from readers on any pe 
of office management, Opinions expressed are 
not necessarily those held by this magazine. 


Who's a Slave? 
Editor, 
Orrice MANAGEMENT & EQUIPMENT: 
Shades of Abraham Lincoln! We have just had an inter. 
communication system installed in this office, to which I am 
hooked up, and learn that the box our supervisor talks into 
is called the “master” station and all the rest of the little 
boxes are “slave” stations. Who thought up these names? 


ONE OF THE SLAVES. 


Whetting Appetites 
Editor, 


OrFiceE MANAGEMENT & EQUIPMENT: 


I have just come across the article on office work simplifi- 
cation by Jerome Barnum, of Bigelow Sanford Carpet Co, 
which ran in the December issue of OrriceE MANAGEMENT & 
EQUIPMENT and want to take this opportunity to congratulate 
him on the excellent job he did on this article. 

It was one of the finest and most comprehensive articles 
on work simplification I have ever read. I know it has done 
a great deal to whet the appetite of many readers. 

Don F. CopeLt, 
Registered Professional Engineer, 
Newark, N. J. 


An Open Letter to Mr. Libbey 
| Dear Mr. Libbey: 

When you dish it out, as in your article “An Open Letter 
to the Human Element,’ you-must be prepared to take it! 

To begin with, the human element in a Federal project 
is quite different than the human element to be found in 
industry or big business. It doesn’t seem fair to accuse the 
latter of shortcomings inherent in the former. 

Progressive business firms approach the problem of mo- 
tivating employees more realistically than would be possible 
with the politically selected incumbents of government de- 
partments. 

Any firm that fails to utilize modern methods of selec- 
tion, training, and up-grading is missing the basic idea that 
a person well suited to do a job will do a better job than 
| one chosen haphazardly. After selection, trained super- 
| vision, pleasant working conditions, insurance and bonus 
plans, plus specific incentive programs will keep the human 
element on its toes. Result: greater voluntary productivity! 


I hope your personal experience with indifferent and apa- 
| thetic employees has not really given you the conviction 
that the human element is unduly pampered in the busi- 
ness world. 

I'll concede that you are quite correct in your inference 
that the human element is useful as a vague phrase for the 
embellishment of alibis. 


Actually the human element is what you make it. My 
own experience with well-managed organizations has proven 
to me how profitable it can be for a firm to treat its em- 
ployees as individual human beings. 


Your letter aroused my ire, because your generalizations 

seem unfair to the many employees of all the concerns that 

| are doing an honest and successful job of making the most 
of the human element. 

When you come to New York (and I hope it will be soon) 

\ please do me the honor to have luncheon with me—if for no 
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THE BIG NAME IN FILING EQUIPMENT 


Invincible Filing Cabinets 


Available in 2, 3, 4 and 5-drawer heights. You can 
offer a choice of four beautiful, eye-appealing fin- 
ishes: olive green, grained walnut, grained mahogany 
and the new Modernaire gray. 


All heights available in either standard letter or cap 


@ EXCLUSIVE 


Concealed Safe Unit is a patented fea- 
ture that’s available only to Invincible 
Dealers because it's an exclusive with 
the Invincible line. It's a PLUS FEATURE 
that brings you EXTRA PROFITS. Con- 
cealed Safe Units are available in the 
2, 3 and 4-drawer filing cabinets. 


drawer size. All files use Invincible’s cradle-type 
drawer suspension which gives super-strength for max- 
imum drawer load. Here's the filing cabinet line that 
fills every need — gives quick turnover. For full de- 
tails write to File Headquarters... 

Invincible Metal Furniture Co., Manitowoc, Wis. 
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other reason than to show that my comments have caug 
no hard feelings. 
Donatp Monroe, 
Management Consultant, 
Institute of Applied Psycholo 
New York. 


Mr. Libbey Replies 
Dear Mr. Monroe: 

I am afraid that the impression my article made on j se 
was quite the reverse from my intention. However, si 
I can only write the article and the impression of readg 
are their reactions to it, the reader must be always right, 

Did you read the whole article? It was continued on pagiiam 
60 although it was not indicated so at the end of the flam™ 
two pages. All I meant to say was that with all our veya 
fine advance in understanding the human aspect of the jill 
let us not forget the real objective of it is to inspire woiiaay 
habits, cost consciousness, and a sense of loyalty. Certainjil 
I do not want to join the clamor that employees do m 
work any more. 


One other thing: It does seem to me that you too hay 
generalized somewhat. My experience has had more yea 
in private industry than in government organization. I hay 
found there are quite as many differences in personnel pra ‘ 
tices among government agencies—and among private indy 
tries—as between government and private industry. Tr 
human element is about the same anywhere. Political » 
lection of employees is forbidden by the TVA Act and ov 
personnel department has lived up to the spirit and letter ¢ 
the law. I would say that the personnel practices of thi 
agency are quite as progressive and modern as any orgu- 
ization, public or private, that I know about. All of thos 
elements you mention are in satisfactory evidence her 
No, I was not haranguing against indifferent employees with- 
in my own experience so much as sounding off to offs 
management. 

When I do come to New York you may be sure I shi 
look forward to our luncheon engagement. I don’t belie 
that there is much real controversy between thee and m 
in the matter, after all. 


Very truly yours, 
CuHartes O. Lipsey, 
Tennessee Valley Authority, 
Knoxville, Tenn, 
[Our printer apologizes for omitting the “Continued” lim 
on page 20, December.—Enprror.] 


Beauty on the Wrong Side 
Editor, 
OFFIcE MANAGEMENT & EQUIPMENT: 


It seems to me high time for office furniture designers # 
do something about giving the backs of executive oft 
desks at least some of the attractiveness which the front 
have. 

Desks are always shown in the advertisements from th 
point of view of the man who sits at the desk, and you at 
asked to admire the well-planned banks of drawers, the nite 
proportions of the front, the carving if any, and the fit 
knobs and handles. But who usually sees all this in th 
office except the man at the desk? The visitor gets a & 
pressing view of a flat and monotonous back. 

I realize of course that desk backs look bare largely & 
cause there are no functional features to break the surface 
You can’t have drawers on both sides of the desk. But tht 
back needs something to give a lift to the executive office 


Epwarp A. Mourpry, 
New York. 
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_A STAPLE QUIZ 


What company perfected ‘“‘froz- 
en” strip wire staples ‘way back in 
the Nineties? 


The E, H. Hotchkiss Company . 


What company insists on accurate 
wire in making every single wire 
staple? 

The E. H. Hotchkiss Company 


Who uses only correct analysis 
steel in making wire staples? 


The E, H. Hotchkiss Company 


What pioneer staple manufacturer 
has always stressed accuracy in 
making staples? 

The E. H. Hotchkiss Company 


How does Hotchkiss super-accur- 
acy improve stapling? 

It prevents wear in the stapling 
machine and makes it work easier. 


The Stapler that Saves Time 


What wire staples are famous 


for their keen sharp points? Wherever it is installed. the sensational new Hotchkiss Model 5L 

Hotchkiss Chisel-Pointed Staples staple has proved a time saver. That’s because it is the fastest and 

identified by this trade mark. easiest loading stapler that Hotchkiss has produced in over fifty years 
of specializing in this field. 


NE That’s why office managers and users are demanding it. 
MaRK 


Ree 


The Hotchkiss Model 5L Stapler loads in three instant steps as 


What great advantages have ‘Shown in the illustrations below. 


Hotchkiss Chisel-Pointed Staples 
over ordinary blunt pointed staples? 


They penetrate easier, requiring 
far less effort in stapling. 


1. LIFT HEAD, PULL OUT SLIDE 2. DROP ON STRIP OF STAPLES 3. CLOSE SLIDE 
Does this easy operation of 
Hotchkiss Chisel-Pointed Staples im- SPECIFICATIONS 


rove office efficiency? , 
. ital Model 5L holds a strip of 210 standard size staples with 1/,” crown 


Definitely! There is less fatigue and 14,” leg. This handsome machine is 81/4, inches long, 21/4 inches 
and the work is speeded up. wide and 41/ inches high. It weighs 24 ounces. The Model 5L is 
fitted with a duplex anvil which can be instantly changed to provide 
a permanent or temporary clinch. The base of the machine is fitted 
with a rubber pad to prevent slipping and scratching. The finish is 


ALWAYS USE black crackle lacquer and nickel. 


HOTCHK 
° Iss Hotchkiss staples and staplers are sold by leading stationers all over 
STAPLES the world. 


They improve the operation of any — Ask to see the new Model 5L Hotchkiss stapler. Try it, see how 
machine they are made to serve. easily it loads, how smoothly it operates. 


THE EH. MOLCKECIS COMPANY 


NORWALK, CONNECTICUT 


‘Pioneers in all that’s best in stapling’? 
OFFICE MANAGEMENT AND EQUIPMENT February, 1948 
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OFFICE MANAGEMENT 
and EQUIPMENT 


By Ollie Fife, N. 


% GOOD OFFICE PRACTICE in general and good filing 
practice in particular are getting some excellent publicity, 
thanks to the check-up on administrative procedures in New 
York’s municipal government, brought about by the recent 
report of the Citizens’ Budget Committee. 


The reforms which are likely to be brought about in our 
First City’s way of running its business cannot fail to be eye- 
opening both locally and nationally because of the magnitude 
of the administrative units and their quantities of materials. 
The business side of New York government is greater in scope 
than that of the average state. Here economy or waste in- 
volves sums counted in the tens of millions of dollars. 


That exponent of good office management, Dr. Coleman L. 
Maze of New York University, who directed the administra- 
tive studies group in the Citizens’ Budget Commission, has 
already had the satisfaction of seeing one of his criticisms of 
the city’s procedures begin to bear fruit in a big way. Mayor 
O’Dwyer has revived the Mayor’s Municipal Archives Com- 
mittee, which during the war-time waste paper drive disposed 
of many hundred tons of useless City papers, and has put the 
Committee to work, again under the capable direction of Miss 
Rebecca B. Rankin, head of the Municipal Reference Library, 
winnowing the thousands of tons of old filed material which 
the City has stored in about 2000 locations. 


In one Police Department building alone eighty tons of 
paper going back to Civil War days are piled up, including 
more than a quarter of a million record cards of retired police- 
men, many of whom died long years ago! 
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OFFICE MANAGEMENT AND EQUIPMENT 


SOFTONE 


The FLOW DESK* represents more than a mere style change 
. «+ more than a "new look" in clerical office desks. It marks 
the beginning of a new chapter in office living for clerical 
workers. If it is true that an environment contributes towards 
the right state of mind, the FLOW DESK will be a welcome 
addition to the business scene. This completely new commercial 
desk is startlingly different . . . yet practical in every detail. 
Leading the "feature parade" is the Soft Tone Finish adapted 
and sponsered by the Wood Office Furniture Institute. Other 
impressive features are the 29" height; lock on upper right 
hand drawer; all rounded edges; set back base; smartly styled 
pulls. The FLOW DESK is the most important style change in 
clerical desks in a half century. 


*Designed by Henry P. Glass — Industrial Stylist 


A Styl Change IN CLERICAL DESKS LONG OVERDUE . . } 
the £, 1 yi.” 4 
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A COMPLETELY NEW COLOR Hi 
A COMPLETELY NEW DESK © 
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\ * REPAIRING SHIPS for the Navy is big busi- 
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| February, 1948 


RIGHT: Forty miles of walking and 
miles cf reaching and bending of 
backs was necessary to put a 400- 
page manual together by Terminal 
Island Naval Shipyard under the old 
method. 


BELOW: Now, with a sorting device 
developed by the Training Section, 
the job can be accomplished 65 hours 
sooner and in greater comfort. 


me PR Soa ahd 


ness. Terminal Island Naval Shipyard at San 
Pedro, Calif., is one of the eleven shipyards of the 
Navy Department engaged in the maintenance of 
the active fleet and in the preservation of. the in- 
activated fleet. 

One might feel that a Naval Shipyard has a mo- 
nopoly that guarantees continued operation no 
matter what the degree of efficiency might be. 
But this is far from the fact. A Naval Shipyard 
is staffed by a very small number of Navy men 
and a very large number of Civil Service men 
and women—civilian employees who depend on 
the existence of the Shipyard for a livelihood. 

Now, besides Terminal Island, there are three 
other Naval Shipyards on the West Coast and 
one at Hawaii. The amount of business these 
shipyards do depends on the number of ships sent 
in for repairs. It doesn’t take the employees long 
to figure out that the business is going to the 
shipyard that can repair ships better, faster, and 
cheaper. So, while they are not actually making a 
product to sell at a profit, they are making a prod- 


uct that will determine the existence of their jobs. 


Reductions in budgets have been further spurs 
to better utilization of men, material, and ma- 
chines through improved methods. So the work- 


A Workable 
Work Improvement 
Program 


By Homer Smith 


Training Supervisor, Industrial Relations Division, Terminal Island 


Naval Shipyard, San Pedro, Calif. 


ers at Terminal Island Naval Shipyard are active- 
ly engaged in a work improvement program es- 
tablished by the Navy Department as a training 
plan for the development of naval civilian per- 
sonnel at all levels of employment. The plan is 
premised on the principle that it is the responsi- 
bility of management to raise operating efficiency 
through adequate development of employees. 

The work improvement program has the fol- 
lowing objectives: 


1. Maximum utilization of manpower 
2. Improved supervision at all levels 
3. Assurance of an ample supply of trained 
personnel to meet current and anticipated 
employment needs. 
4. Standardization of training in all naval 
activities. 
Training under the Work Improvement Pro- 
gram is divided into five major classifications: 
. Apprentice training. 
. On-the-job training. 
. Supervisor training. 
. Instructor training. 
. Miscellaneous training (indoctrination, ves- 
tibule, upgrading, supplementary, related, 
specialist). 


or WN 


Uniike many industria] training programs ,the 
“white-collar” workers (called Classified Em- 


ployees, or IVb) participate in the program with 
OFFICE MANAGEMENT AND EQUIPMENT 19 
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technical material; 


ences subjects dealing with basic principles of tion supervisors. These reports and other »_ 
administration and management; related trade terials prepared for the sessions are kept j 

instruction, binder by each supervisor and form a pracy 
teaching techniques, and training organizations; handbook of Shipyard supervision. 3 
human relations; procedures, systems and prac- These conferences form only one of they 
tices; and internal policies based on regulations parts into which supervisory training is divide q 
of the Navy Department and the Civil Service a series of topics designed to improve empl: 


principles of 


A Forms Control unit at Terminal Island Naval Shipyard spends full time in designing, consolidating, 
and standardizing forms. Here a new form (below, right) decreases the cost of printing and at 
the same time makes the paperwork easier and allows the inspector to carry the form in his pocket. 


vigor equal to that of the “production” employees. Commission. Following each topic, a report 


All supervisors attend a two-hour session once duplicated by the Training Section covering y 
every two weeks on a continuing basis. Here points brought out in each of the ten segsiy_ 
they listen to and discuss in round-table confer- necessary to accommodate all of the non-proj q 


DATE, 


Location 


REPORT OF IDISPECTION: TIM. 
Equipment, 
03 Number. Navy Number 


Rated te ncrature 


Rated amps. 


Serial No. 


Present Temperature Peak temperature 


A.C.B. setting 


Overload setting 


Present amps 


Gas pressure should be 
soil Level. Oil dirty 
Oil added Oil changed 
Grease added 

Bearinss hot, 


Grease changed 


varm 


Not cleaned? 


Was e.uipment cleaned by air? 


hy other mecns 


Time (in) (out) of service 


Is equipment clean? (yes) (no) 


Remarks, edjustments mede, megger readincs, parts used; 


This vert of the equipment (is) (is not) in good workin condition. 


Signed: 
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supervisory understanding and cooperation and 
to improve supervision at all levels through a 
study of management and supervision principles. 
| The second part of the program brings us around 
- to the purpose of this article: improving produc- 
tion right on the job through work simplifica- 
tion and the improvement of job and skill per- 


- formances. 


All-out participation 
An introduction to the principles of work sim- 
plification was handled through the conferences 


‘0 that the supervisors would have a common 
: understanding of these principles and an urge 


to apply them to their own work. However, the 
bulk of the actual work simplification as it per- 
tains to the Work Improvement Program is car- 
ried on by the Training Section through organ- 
ized training of specialists, on-the-job assistance 
- to supervisors, and liaison work between units, 


ee 


sections, and divisions, in order to provide stand- 
ardization of procedures and a clearing house 
- for both local and industry-wide ideas for methods 
_ improvement. 
The Training Supervisor works in close co- 
operation with the industrial engineering sec- 
_ tion, uncovering needs for methods study, train- 
ing supervisors for their own immediate work 
simplification study and application, and devot- 
ing time to special projects. When the industrial 
engineering staff installs a new procedure, the 
Training Section follows up with a training plan 
designed to care for the instructional needs en- 
tailed by the new plan. 

It can be seen that the philosophy of work 
simplification at the Shipyard is to start with the 
highest authority for active support and partici- 
pation, to have all levels of supervision partici- 
pate, and to have the major savings come, not 
from upheavals of systems and procedures worked 
out by specialists, but from the application of 


Training Supervisor assists supervisors in rearranging the work area 
and in simplifying the arrangement of information on the card. 
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Four hours of study saved over $4000 in the cost of preparing 
50,000 inventory cards as the rate jumped from 60 to 200 per man 
day. More important, the job was accomplished on time. 


good work improvement principles by all em- 
ployees through their own efforts. 

Supervisors were instructed in work simplifi- 
cation principles at the regular supervisory con- 
ferences. The Training Supervisor provided in- 
struction, over a period of months, in the formula 
for work simplification, the work distribution 
analysis, the procedure analysis, the operation 
analysis, the office layout analysis, the job break- 
down, on-the-job training, and means for putting 
the new methods into operation. 

The supervisors then went back to their offices 
and applied the principles learned through the 
conference-laboratory sessions. The Training 
Supervisor worked with supervisors at their in- 
vitation and also uncovered possibilities for im- 
provements and offered the services of the Train- 
ing Section in making charts and diagrams, help- 
ing with the planning, following through with 
the idea to other departments, and assisting in 
training for the new methods. 

The Accounting Department was_ recently 
given the job of preparing 50,000 inventory cards. 

(Turn to next page) 
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With the time limit and the personnel and bud- 
get ceilings, the job seemed impossible. But the 
problem was solved with only four hours of study 
and planning on the part of the supervisors and 
the Training Section. Through a study of the 
inventory card itself, an average of 275 unneces- 
sary typing strokes per card were eliminated. 
This saved 103 man-days alone. But that was not 
enough. A motion study made at the work place 
accounted for a reduction from 33 to 16 in the 
number of steps necessary to type the card 
through rearrangement of materials. This saved 
only 30 seconds on each card, but on 50,000 cards 
it added up to 417 hours saved. Production im- 
mediately went from 60 to 100 cards per day per 
typist. A little work on the rough drafts and 
some coaching of the clerks preparing the drafts 
reduced the wordage that was typed on the fin- 
ished card, so that by the time the streamlined 
drafts reached the typists, the rate jumped to 
200 cards per man-day. Through four hours of 
study, the job could now be done an estimated 
583 man-days sooner at a savings of $4,664 of 
your tax money and with less effort on the part 
of the employee and supervisor. Was it worth it? 


Improvement! 


The Planning Department had a job of as- 
sembling 500 books of 400 pages each to serve 
as a source of technical information to supple- 
ment Bureau publications. The 400 pages re- 
quired 24 desks end to end when spread out for 
collecting in the usual manner. After observing 
the laborious methods, the Training Supervisor 
designed a sorting cabinet which allowed the 
operator to remain seated and assemble 16 pages 
at a time—just the right number to go into the 
punching machine. A test run showed an average 
savings of only 1.86 seconds per page, but when 
figured on 200,000 pages, the savings began to 
be noticeable and lopped 65 man-hours from the 
job—over four times the cost of making the cabi- 
net. The employees volunteered the suggestion 
that the savings would actually run much higher 
on the total job because they wouldn’t get so 
tired and slow down so much, since they could 
sit down while working and no longer had the 
long arm reaches, back-bendings, and the 40 miles 
of walking the old method would have required! 

A Forms Control Unit has recently been estab- 
lished at the Shipyard with responsibility for: 

1. The determination, in conjunction with the 

using activities, of the necessity of all forms. 

2. The consolidation, standardization, or elimi- 

nation of forms. 

3. The design of forms in accordance with es- 

tablished standards. 

4. The writing of specifications for all forms. 

All forms originating at the Shipyard are fur- 
ther reviewed and approved or disapproved by 
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the district publications and printing office com. 
ing under the direction of the Commandant of 


the Naval District. All functionally required 
forms which can be used commonly throughout 
the Navy or the districts are subject to consoli- 
dation under the technical direction of the Ad. 
ministrative Office of the Navy Department. 

Specifically excluded from control are dupli- 
cated materials required in the clerical operation 
of an office, such as notices, instructions, circu. 
lars, ete., requiring no further fill-in. 


Results of forms control 


The Forms Control Unit does more than just 
save paper. Careful planning and a knowledge 
of good form fundamentals allows them to: 


Make it easier to fill in blank spaces. 
Make it easier to read and understand the 
fill-in. 

Make it easier to carry information from 
one form to another. 

. Make it easier to file the forms. 

. Eliminate unnecessary and obsolete forms. 
. Combine forms doing the same job. 

. See that reasonable supplies of forms are 
printed. 

Cut down the cost of forms. 

ndardization of forms includes: 


Standard arrangement of material. 
Standard form sizes. 
Standard grades, weights, and colors of 
paper. 
Standard type faces and design. 
. Standard envelopes. 

The Shipyard maintains a print shop where 
forms and other printed matter may be Multi- 
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lithed. Material that must be printed on letter 


press or have carbons interleaved, is sent to the 
Naval District printing office in San Diego. Some 
forms are better handled through contract with 
private concerns. These contracts are also made 
through the District office. 

Through the Work Improvement Program, 
supervisors are made aware of the functions of 
this forms control unit and are also given a basic 
understanding of what makes a good form. In 


(Turn to page 62) 


THE MANUAL 
(Page opposite) 


A resume of the lectures and laboratory 
sessions on office methods improvement 
was published under the title, "Streamlining 
Office Methods”. 


spread throughout the Navy and private 


The fame of the manual 


industry as well and a large reprinting order 


was necessary. 


—— 
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In office of Martin Werber, 

executive vice - president. 

Nothing conventionally 

office-like here! Lounges 

done in Kelly-green candle- 

wick material are one un- 
usual feature. 


Offices 
at Dorsa 
Dresses, Inc. 


Desk in the office of Samuel \ 


beni 


Werber, president. Walnut ar; 

unborn calfskin pedestals, hors. 

hide is used on desk top and de 

chair. Brass accessories. Th 

office has indirect slim-line fluote: | 
cent lighting. 


This picture is of the office f 
Alfred Werber. Drum 


estals distinguish a desk of — 
natural walnut, which has @ 
sliding ledge in the center reer 
of the top surface, for 
convenience of the secretary: 
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GLAMOUR 
IN OFFICE 


By Charles Larcom 


% THE organization whose line of activity de- 
mands glamour as well as efficiency in its office 
set-up will certainly be interested in learning of 
an outstanding office of this type—the new offices 
of Dorsa Dresses, Inc., a leading manufacturer 

» of junior dresses in St. Louis, Mo. The offices 
are in an entire building remodeled by Meyer 
Loomstein, architect, and his operating division, 
the Guild, Inc., of St. Louis. 


Entrance to Dorsa building. 


Remodeling of offices is no longer a matter of 
furnishing a glamorous office for the boss. But, 
rather it is a new alignment of the entire office 
layout, not only from the standpoint of beauty, 
but also to obtain maximum efficiency with the 
least amount of wasted effort. Therefore the 
theme has been to specially design all sections of 
the entire office to “personalize” both according 
to the personality of the workers and to the job: 


5 


f ‘In. main lobby, looking toward office of President Werber. 
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which they have to perform. Not only are the 
office worker and executive given every considera- 
tion, but the comfort of the customer is given 
full consideration. 

The Dorsa building is an unusual innovation 
in the dress manufacturing field, where company 
quarters have tended heretofore to concentrate 
on the manufacturing end of the business, with- 
out too much regard for offices and sales rooms. 

The main lobby of the Dorsa company offices 
has gray-beige walls, off-white ceilings. terrazo 
floor, doors of ebony black, walls partly of glass, 
and accessories of yellow and pink. A statue near 
the center of the lobby, symbolic of the evolu- 
tion of clothing, gives a startling touch of drama. 

Throughout the main lobby, fashion salon, con- 
ference rooms and offices of the Dorsa firm, in- 
direct, recessed fluorescent lighting is used ef- 
fectively to bring out the beige colors of walls, 
ceilings, and floors. 

The offices which open directly on the main 
lobby are each designed to fit the needs and taste 
of the executives who occupy them, with furni- 


ture and appointments to provide the utmost j,” 
comfort and efficiency. Walls are partly con. | 
structed of glass to give an open appearance, 
The office of Samuel M. Werber, company pre. 
ident, is distinctive for its unconventional deg 
which has pedestals covered in unborn Calf hay. 
monizing with the desk top and chair which ap 


covered with horsehide. Desk accessories an/ 
ornaments in this room are brass. Completiny ; 
the effect is the natural walnut woodwork anj 
desk. Although draperies hang on each side of 
the plate-glass dividing wall between the offic — 
and lobby, they are of the no-draw variety. Ty’ 
entrance door is free-standing, supported fron ’ 
the floor. Indirect lighting throughout is fur! 
nished by neon slim-line tubes. 

Two slim oval pedestals support the natura! 
walnut desk of Martin Werber, executive vice 
president. Extending through one pedestal ani 
through the top of the desk is a stationary lam 
with base of natural walnut and shade of bras: } 
Directly behind the desk and extending the length 


(Turn to page 56) 


Looking from President Werber’s office into the lobby. 
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By Everett J. Livesey 


Assistant Comptroller, Dime Savings 
Bank of Brooklyn, Brooklyn, New York 


“Thar’'s Gold in Them Thar Hills” 


*% YES, pardner, “Thar’s gold in them thar 
hills!” 

But in this case the hills are the operating 
procedures and paper work in your business, and 
the gold is the money that can be saved in their 
improvement. This article is aimed directly at 
executives who are having no methods work done 
in their offices. 

Many times business associates have remarked 
to me, with a shrug of the shoulders, that bank- 
ing is a specialized field, and that the methods 
which are followed there in effecting economies 
and in saving money through the improvement 
of clerical procedures and the flow of paper are 
not applicable to other types of business. 

This, of course, is not so. Banks do have oper- 
ations such as foreign exchange, safe deposit, 
tellers’ functions, ete., which are not found in 
other types of business. But they also have type- 
writers and bookkeeping machines, pencils and 
reams of paper—and lost motion and waste of 
time and money in their use. The accounting 
and clerical operations in a bank do not differ 
In principle from those found in any other kind 
of business. 

In recent years banks have been caught in an 
unpleasant form of pincer movement—just like 
you. On the one hand income has declined; on 
the other, operating costs have just as steadily 
February, 1948 


increased. These costs are principally salaries 
and wages, which have risen at least 50 percent 
above the pre-war level. Along with the rest of 
the country, banks have felt the increases in the 
cost of supplies and equipment. Net profits have 
been steadily reduced. As a result, it became im- 
perative that operations be conducted at maxi- 
mum efficiency and that all waste motions and 
functions be eliminated. 

The result, obviously, was a realization of the 
need for methods and procedures analysts to com- 
bat the problem. Yet men trained in manage- 
ment engineering were usually not available in 
the banks. So a few pioneering institutions just 
chose some keen chaps with imagination—and 
turned them loose on the problem. 

These men have almost invariably received no 
extended formal training in management engi- 
neering. (As a matter of fact, some of the out- 
standing men in the field have received little or 
no academic training in their specialty.) Rather 
they are men possessed of an uncommon amount 
of common sense and imagination, and blessed 
with an analytical mind. They are men who have 
the knack of stripping the ornamentation from 
a problem and getting down to bare essentials. 
They are the men who realize that a large prob- 
lem which at first appears overwhelming is usu- 
ally made up of several smaller problems, and 
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that if each of these is taken one by one, the job 
becomes susceptible of solution. 


Special training 
It is obvious, of course, that special training in 
the field helps materially. It is encouraging to 
note that several universities have recently de- 
veloped courses in methods and procedures work. 
For example, New York University has for sev- 
eral years offered such instruction—one class in 
particular under the tutelage of the president of 
New York City Chapter of the Systems & Pro- 
cedures Association of America. But all of the 
training in the world will not help very much if 
the individual does not have an insatiable curi- 
osity and a constant desire to know “Why? Why?” 
Almost always, methods and procedures men start 
by asking “Why do we do it this way?” The 
worst possible answer, by the way, is “Because 

we've always done it this way!” 


I know one comptroller of a large concern who 
says that a company will show a net return on its 
investment if it spends up to 2 percent of its pay- 
roll in well-organized methods and procedures 
work. I cannot prove this statement, but I have 
a strong suspicion that it is true. 

Just to show you what I mean, let me give you 
some ordinary, every-day examples taken from 
my own experience. Our Purchasing Officer was 
recently asked to procure sixty steel filing cabi- 
nets, which are selling for about $80 per cabinet. 


P 


The requests were to fill legitimate needs. How. | 
ever, a methods analyst was designated to look — 
into the matter. After just a few minutes of in. 
vestigation, he found that in other departments 
there were cabinets which were housing reams of 
reports and correspondence, dated many years 
before, which were of no use to anyone. The 


cabinets were emptied, the paper shredded and © 


sold, and the cabinets made available for the new 
need. The net result of about an hour’s work 


sideman aoc 


was a saving of several thousand dollars. This 
incident itself pointed up the need for a revision 
of our retention of records schedule, which we 
put under way. 


Another example 

On another occasion it appeared that the hiring 
of additional personnel was inevitable in one of 
the departments of a bank with which I am fa- 
miliar. Several days spent in studying the forms 
and clerical procedures, and in charting them, 
indicated some obvious major revisions. I em- 
phasize that the changes became clear to all as 


soon as they were graphically presented. No ‘ 
training in management engineering was re | 
quired. Now a sizable amount of additional 


work is being handled with no more people. 
There isn’t a methods man in the business who 

hasn’t found reports being prepared regularly 

which were serving no useful purpose. On others, 


(Turn to page 64) 
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TOWARD SECURITY AND A STEADY JOB 


By Frank W. Pierce 
Director, Standard Oil Co. (New Jersey) 


Last of two installments; the first appeared 
in the January issue 


% I AM REMINDED of a colorful executive of 
some years ago in our company who said to a 
manager thoroughly exasperated with a trouble- 
some employee: 

“Why do you want to fire him? If he leaves, 
you'll have to go out and find somebody else and 
you won’t know anything about the new man. 
At least you know this fella from long experience. 
Why don’t you learn to handle the man you’ve 
got and make something out of him?” 

That is a somewhat simple way of expressing 
a point of view, a philosophy, and a policy which 
has influenced Standard Oil Co. (New Jersey) 
for as long as I can remember. 

So closely linked are these two objectives— 
security and a steady job—that any discussion 
of the subject must sooner or later include a com- 
ment on the so-called “guaranteed annual wage.” 

This phrase is much nearer a political slogan 
than a practical proposal. 

In the first place, no guarantee is any stronger 
than the person or institution making it, and very 
few enterprises could even come close to making 
good on such a guarantee. No corporation can 
guarantee to earn so many dollars per share or 
pay so many dollars in dividends. The common 
shareholder, over the long pull, accepts substan- 
tial risks and when he receives substantial profits 
—as he sometimes does—he is entitled to remind 


people of the lean years and even of the substan- 
tial losses which he has incurred. 

There can be, then, no guaranteed annual wage 
for the shareholder. 

The very insecurity of the common shareholder 
or owner of a business is underscored by the 
existence of preferred shares, which give greater 
security. But here again, security is a relative 
thing. There are many preferred shares which 
have never failed to pay their dividend, but the 
history of business and industry is littered with 
examples of corporations which went far into 
arrears on preferred shares and eventually the 
shareholders settled for a great deal less than 
they hoped to get. 

The closest anything has come to a guaranteed 
annual wage for capital is probably the bond in- 
vestment. Those who prefer this analogy should 
remember, however, that bonds are not invulner- 
able and are characterized by a rather low re- 
turn in exchange for the security. 

It seems to me that the wage earner in reach- 
ing out for a guaranteed annual wage should re- 
member that capital has been seeking the same 
thing, unsuccessfully, for a very long time. 

The will to achieve an answer to the modern 
problems of security and a steady job is, in our 
opinion, the most important ingredient. We are 

(Turn to page 58) 
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AN OFFICE REMODELED 


@ In the newly remodeled office of John Reid Topping, vice-president of Visible Index Corp., New 
York. Wall panels, desk, fireplace, and cabinets of bleached walnut. Color accents carried out in 
furniture of emerald green and white leather, gray rug, and draperies of chartreuse and gray. 

The desk, a quarter-circle, measures 9 feet at the outer edge, 7'/2 feet at the inner. Cabinets 
= og’ features include a bar with refrigeration, a safe, a heating and air conditioning unit, 
and a radio. 


All office features and individual furniture pieces custom-made to design drawn by Robert 
Harand, of New York. 
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The report form discussed. 


SPACE ALLOTMENT AND CONTROL 


By Kenneth H. Ripnen 


of Kenneth H. Ripnen Co., 


* A PRIMARY essential in the allotment and 
control of office space in these days of space 
scarcity is a really workable space report form. 

The form reproduced herewith, which provides 
for breaking down the figures of total space and 
personnel for an office department, can be a very 
valuable tool. 

Here is how this form is filled out: 

Column 1. Building: Insert name of building 
and address. 

Column 2. Department: Indicate the name of 
department, section or, unit. 

Column 8. Office: Office space areas shall be 
built up from small units of space, identified by 
individual room numbers, as shown on building 
floor plans. No exceptions shall be made from 
the Office column areas, except concentration of 
special space requiring more than a unit of space 
that can be identified by an individual room num- 
08 (approximately 200 square feet to 500 square 
eet). 

Column 4. Files: Areas here shall be limited 
to concentrations of files requiring units of space 
that can be identified by room numbers. No de- 


_duetions shall be made from office space for mis- 


February, 1948 


New York 


cellaneous files, cabinets, and safes that are dis- 
tributed about the office as accessory equipment. 
File clerks, if grouped in a unit of space that can 
be identified by an individual room number, are 
to be indicated under office space; otherwise, they 
are to be indicated under file personnel. 

Column 5. Storage: Areas for storage space 
are those covering storage of stationery sales 
literature, equipment, and other materials await- 
ing use. 

Column 6. Special Equipment: Refers to sta- 
tistical equipment, telephone, teletype, duplica- 
tion machine rooms, and such. 

Column 7. Miscellaneous: Refers to libraries, 
conference rooms, reception rooms, etc. 

Column 8. Total of Space and Personnel—of 
columns 3, 4, 5, 6 and 7. 

Column 9. Types of Personnel: Breakdown of 
total personnel into male and female. 

Box 10. (Upper left hand corner) insert to 
what department the form is to be forwarded. 

At top center, insert date. 

Box 12. (Upper right hand corner) insert de- 

(Turn to next page) 
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partment, authentication, address, and telephone 
data. 

At the bottom of form, insert Totals. This is 
required when there are several sections of a 
department indicated on the space form. 

All this information, when properly tabulated, 
establishes the requirements for renting or build- 
ing the office, and for storage, and special space. 
Where used for control, it breaks space down so 
that there is uniformity in its assignment to the 
various departments. 

Normally, executive departments should show 
an average for office space, under Column 3, of 
175 to 200 square feet per person. Administra- 
tive departments might average 150 square feet 
per person, and operating departments, 100 
square feet per person. Lower averages are be- 
ing used these days—as low as 50, 60, and 70 
square feet per person—but crowding of office 
workers is not conducive to efficient working con- 
ditions and must be regarded as an unavoidable 
and temporary condition. 


Justifying demand 


When a company establishes space allotment 
standards, the information this report form car- 
ries will serve as justification for those who need 
space, and indicates from whom space can be 
taken, if surpluses exist. 

The various departments of an office would each 
report its space on separate space report forms to 
the office manager or his space man, who would 
consolidate the information on one form. Then 


the variances in averages per square foot of of.) 
fice space, due to personnel fluctuation, wouli 
soon be obvious. If he has standards set up, al] 
would then be in order for him to exercise effe. 
tive space control. 

Such reports could be made out every six? 
months, three months, or 30 days. 


A Merchant's Office 


The sporting goods business is big busines; 
these days, and the Tool Shop sporting goods de. 
partment store in Detroit, which has been grow. 
ing up with the sporting goods business thes 
many years, now is a big store indeed. 

Lee Lippman, head of this big, prosperous 
retail store, directs its activities from a smart 
modern office fitted to his special needs. 

Walls are of walnut Flex-wood applied on plas- 
ter and the ceiling is treated with Acoustone. 
There is a grey chenille carpet. Draperies and 
venetian blinds are used at the windows. 

Mr. Lippman sits in a Do-More senior type 
chair at a desk especially designed for him, with 
wall cabinets and files at arm’s length. 


Adjoining the office is a cocktail room, and be- 


yond that a private rest room and shower. An 
unusual feature of the cocktail room is that it is 
equipped with a Mercolite reflector, to provide 
germ-killing ultra-violet rays. 

Architect for the new Tool Shop store was 
Theodore Rogvoy, of Detroit. 


In office of Lea Lippman, of the Tool Shop department store, Detroit. 
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IN AN 
ARCHITECT'S 
OFFICE 


% MORRIS LAPIDUS, well-known New York 
architect and designer, coped successfully with a 
number of architectural problems in installing his 
office and large staff in one of New York’s typically 
narrow and deep old brownstone houses. 

The two views here give some idea of what has 
been done in the reconstruction to create a mod- 
ern and efficient interior for the special purposes 
required. The picture below was taken in Mr. 
Lapidus’s own quarters. The room measures only 
13’ 6” x 14’ but gives an impression of much larger 
size because of the sense of openness it has. The 
Weldtex wall at the left (U.S. Plywood) stops 20” 
short of the ceiling, with the opening between 
filled with glass to give an illusion of continuing 
space. The bare brick wall stops 2’ short of the 
windows, with the intervening space also filled 
by glass. 

The other picture shows a highly effective treat- 
ment of a small conference and sample room, with 
legless table cantilevered from the wall. 
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Courtesy of Prudential Insurance Co. of America 


Good office management is at the basis of organizational efficiency. 


Management Handbook 

Office managers ang. supervisors in large and 
small companies are finding the recently pub- 
lished “Office Management, A Handbook,” edited 
by Coleman L. Maze, exceedingly interesting. 
This 870-page handbook on the management of 
the modern office covers all the important phases 
of efficient modern management. 

It was prepared under the auspices of the 
National Office Management Association of which 
Mr. Maze is a past president. The association so- 
licited the aid of more than a hundred capable 
and experienced executives and technicians, each 
a specialist in one or more phases of management. 
Work on the book started in 1944, under the lead- 
ership of E. H. Conarroe, then president of the 
association, who continued to give his assistance 
and guidance to the editor. 


A comprehensive handbook 

The book was prepared to meet a demand for 
an authoritative, comprehensive and practical 
handbook. The demand, says the editor, is an out- 
growth of a steadily growing tendency on the part 
of senior management td merge the multiplicity 
of control systems and mechanisms into one single 
inclusive and closely integrated system of control. 
The movement has strongly affected the offices 
for office management is gaining rapid acceptance 
as a major function. This elevates the office man- 


ager to the status of a major executive and broad- ° 


ens his position. Therefore, the book points out, 
the job specifications are changing. The require- 
ments for an office manager now emphasize lead- 
ership and administrative ability rather than 
technical knowledge and supervisory skill. The 
purpose of the book is to assist managers in meet- 


_ these new demands. 


The volume is divided into five sections: the or- 
ganization element; the physical element; the 
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operational element; the human element; and the 
control element. 

Mr. Maze is a professor of management and 
vice-chairman of the department of management 
and industrial relations at the School of Com- 
merce, Accounts and Finance, New York Univer- 
sity, and vice-president of the office management 
division of the American Management Associa- 
tion. 

The Ronald Press Co., 15 East 26th St., New 
York, is the publishers. The price of the book 


is $6. 
For City Efficiency 

Improved office management and _ personnel 
practices .are expected to play their part in the 
anticipated saving of $30,000,000 of the annual 
cost of operation of New York City, according to 
the findings of the Citizens’ Budget Commission, 
recently presented to Mayor O’Dwyer. 

Old city records that take up hundreds of thovu- 
sands of square feet of badly needed office space, 
an archaic classification system for the great 
army of city employees, crotchety personnel meth- 
ods in the various departments—these were some 
of the ills called to the Mayor’s attention by Dr. 
Coleman L. Maze, professor of management and 
vice-chairman of the department of management 
and industrial relations at the School of Com- 
merce, Accounts, and Finance at New York Uni- 

_ versity, who directed the Administrative Studies 
’ group on the Commission. 

The Commission, headed by Robert W. Dowling, 
as president, made widespread recommendations 
that covered the operation and administration of 
the Police, Fire, Correction, Sanitation, and Pub- 
lic Works Departments. In all five of these de- 
partments the Commission found functions that 

» could be merged with notable results in economical 
*‘and efficient adrhinistration. 
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ABOVE: 

THEY SUPERVISE. The Transcription Supervisors 
Association of New York held their annual Christ- 
mas party in the Colonial Room of the George 
Washington Hotel on December 8th. The affair 
had an international flavor with T.S.A.'s own talent 
performing in three skits, "A Supervisor's Dream," 
"The New Look,” and "If at First You Don't Suc- 
ceed, Try Lake Success." T.S.A.'s "Six Cylinders," 
sextette sang Christmas songs. 


eee 
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NEW THINGS 
in the NEWS 


CORRELATED GROUPINGS for offices and reception rooms 
created for dealers by W. & J. Sloane, New York, for resale to 
dealers’ customers. The groupings, called California Professional, 
are designed by Robert Dorr, Jr., of Los Angeles. Sloane's offers a 
completely coordinated program of furniture, lamps, and coverings 
for floors, walls and ceiling. Shown at the top is a lawyer's office; 
the office features an extension desk that opens from 54 inches io 
80 inches in width by pulling apart commodes serving as bases. 
Wood used in Karpen desk, chest and book cases is ash finished in 
sand-tone. Lamps by Silvestri of Chicago have plaster bases and 
Koroseal shades. Desk top and flooring are black Koroseal. Window 
mask is lime Koroseal. Walls are tan Java cloth made by W. H. S. 
Lloyd. At the bottom is the reception room for the lawyer's office. 
Here black Koroseal sectional chairs and bench are used. The 
sand-toned corner table holds a plaster base lamp. Walls are tan 
Java cloth. Currently distributed through 30 retail stores by S. 
Karpen & Bros., 636 West Cermak Rd., Chicago. 
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ABOVE: 


WHEREVER a simple, dependable system for communicating 
between two or more persons is desired this sound-powered tele- 
phone system is useful. Control and ringing switches and terminals 
are housed in tough Tenite plastic. The system accommodates six 
stations. Selecting buttons are set in the Tenite base. The set 
can be mounted on wall or side of desk by means of an L-shaped 
metal bracket, or it can be used unmounted by reversing the brack- 
et so it is concealed withir, the Tenite base. Mounting and wiring 
of the set are easily accomplished by removing the plastic cover. 
Made by the United States Instrument Corp., 409 Broad St., Sum- 
mit, N. J. 


BELOW: 


FILTER SET, the Pur-O-Phone, is designed to pre- 
vent the spread of germs through the use of tele- 
phones. Each package contains twelve disks, one for 
each month, which have been impregnated with an 
odorless germicide. Easy to attach, easy to dispose 
of. Do not interfere with normal phone conversa- 
tion. Retails for 98 cents. Distributed by the Man- 
brook Co., 277 Broadway, New York 7. 
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ABOVE: 


SHELF SUPPORTS from Wilmac Metal Products 
609 West Fulton St., Chicago 6. The snap-on shelf 
rests will support up to 100 pounds, according to the 
manufacturer. The package, retailing for $1.69, 
contains four 24-inch slotted strips, sixteen clips, and 
the necessary nails. The strips are made of prime 
steel stock with a nickel-plate finish. Mounting holes 
are inserted every six inches. Clips smap on or off 
with a slight upward pressure. Strips may be mounted 
end to end. 


ABOVE: 


NEW DESK LAMP from the Faries Mfg. Co., De- 
catur, Ill. This Circlarc lamp is designed for use 
with the Circlare fluorescent bulb. The bulb is rated 
at approximately 18 watts and is semi-circular in 
shape, tube is ! inch in diameter and the arc has 
an outside diameter of 12 inches; its rated life at 
three hours per start is 2500 hours. The shade meas- 
ures 7!/2 by 14!/2 inches. Lamp stands 13 inches high. 
Heavily felted cast base is 6 by 12. Lamp is fur- 
nished with a turn button switch and 10 feet of rub- 
ber covered cord. Finished in electroplated statuary 
bronze with gold trim or in steel grey with gold trim. 
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3ELOW: 

OFFICE MAINTENANCE is a vital part of office management. 
The lambswool products from the Red Dot line will help keep an 
office clean. The line includes lambswool-bonnetted waxers and 
polishers, wax and polish mitts, and the patented lambsponge, 
the new lambswool-covered sponge for all cleaning purposes. The 
manufacturers, Henderson & Austin, Inc., 308 Atlantic St., Stam- 
ford, Conn., have literature on the entire line. 


ABOVE: 


WALL BRACKET DISPENSER. The Industrial Tape Cort., 
New Brunswick, N. J., maker of Texcel cellophane tape, 
is offering a new wall bracket to dispense its cellophane tape 
product, 

Texcel wall bracket is convenient to set up; requires only 
two screws to secure it to any flat surface; and the hand 
dispenser is literally at your finger tips. The wall bracket can 
be refilled with a regular 25-cent Texcel tape dispenser. The 
wall bracket and dispenser retail for 49 cents. 


ABOVE: 

THIS self-contained ten gallon capacity drinking water cooler has 
a stainless steel top and drain assembly and an automatic water-flow 
regulator. It has an anti-splash guard. The user's lips do not come 
in contact with the water nozzle. Waste water falls into the basin, 
not the nozzle. Available with hermetic or open type condensing 
units, and with glass filler attachment. Manufactured by Temprite 
Products Corp., 47 Piquette Ave., Detroit 2. 


BELOW: 

THE OFFICE BEAUTIFUL. This new desk is made 
of steel with walnut rolled Masonite grain top. All 
steel parts are rolled including the drawers. Made 
by the Doran Mfg. Co., 5071 Broadway, Chicago. 
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LEFT: 


OFFICE ENTERTAINMENT. The Manhattan bar 
cart has a mahogany finished wooden frame set on 
ball bearing rubber wheels. It folds compactly for 
storage. Removable trays are upholstered in 
leather-like plastic Vinylite and have chrome han- 
dles. They are studded with chrome. The entire 
cart is liquor-proofed and stain resistant. Comes 
in red green, or ivory. Retail price complete with 
two trays as shown, $49. Size 32 inches high; top 
tray 18 by 24 inches; and the lower tray 14 by 
20 inches. From Bertson House, Ltd., 10 West 
56th St.. New York. 


RIGHT: 


THE NEW Telemike is a midget inductor unit which will pick up 
sounds from a telephone, and can be attached to an amplifier, 
recorder, or radio. The Telemike requires no electrical connec- 
t'on with the telephone or telephone wire. It measures !/, inch 
{!ick ard | inch in diameter. It fits over the outside of the ear- 
piece of the standard desk or wall type telephone. It may be 
placed inside or underneath the desk cradle type telephone, or 
may be concealed inside of the ringer box on the wall. The 
manufacturer points out that the FCC recent ruling on telephone 
recording does not affect recording of telephone conversations 
within city or state limits. Made by Miles Reproducer Co., Inc., 
812 Broadway, New York 3. 


LEFT: 


PRINTS from a metal plate through a ribbon. The 
Mini-Mailer addressing-imprinting machine is portable 
and simple to operate. It measures 8!/, by 9 inches. 
Made of aluminum and steel, with rubber feet. 
Adjustable for a light impression, heavy impres- 
sion, single copy, many copies. Prints a 4-line im- 
pression up to 18 characters a line. Has adjustable 
guides for placement. Guaranteed for two years 
against defects and mechanical failure. Made by 


ABOVE: 


STREAMLINED. Wilson Jones Co., 3300 Franklin 
Blvd., Chicago 24, cliers a rew line of punches. The 
punches feature centralizing side gauges; concave 
ground punch pins, removable for resharpening; per- 
manently oiled bearing surfaces; deflectors to keep 
punches from jamming; and a locking device that 
drops handle for keeping punch in shallow drawer. A 
circular is available on the new line. 


Mini-Mailer, 1109 Lee Highway, Rosslyn, Va. 
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ABOVE: 

DESIGNED FOR USE on the desk, the new Welty pen is net 
priced at 50 cents each, including two lines of imprinting, not ex- 
ceeding 18 letters. In lots of 250 the price is 33 1/3 cents each. 
Refills are 33 1/3 cents each, or 30 cents each for 25 or more. 
The company says the new pen will do almost anything that ball- 
point pens will do. The item requires no cap. Can be used in any 
desk pen base if preferred. Will not dry out or leak. Can be carried 
in a brief case, or left loose on a desk. From the Welty Pen Co., 
38 South State St., Chicago. 


BELOW: 

FOR LARGER OFFICE MACHINES. Maso Steel 
Products, 500-32 South Throop St., Chicago 7, have 
designed the No. 1824 Champion Utility stand for 
larger office machines. The stand is 27 inches high, 
has two nine-inch drop leaves and measures a full 
18 by 24 inches when opened. The |/2-inch tempered 
Masonite top has a lithographed grained walnut finish. 
The metal has a baked enamel walnut finish. Packed 
two to a carton, K. D., f.0.b., Chicago. Approximate 
retail price, $17.50) 
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ABOVE: 


FOR NON-SLIPPERY FLOORS. A floor maintenance pro- 
gram which provides polished, attractive floors that are not 
slippery is planned for all types of offices by the Walter G. 
Legge Co., Inc., 11 West 42nd St., New York 18. Complete 
service includes survey by floor safety expert, instruction in 
correct maintenance methods, and periodic check-up of 
results. 


BELOW: 


TAPE SEALER. The Lipton Mfg. Co., Inc., 52 West Hous- 
ton St., New York, presents the new Lewis automatic tape 
sealer for tape width up to 3 inches. A patented speedy 
tape measurer and stop adjuster saves up to 50 percent on 
gummed tape. The tape sealer automatically feeds, moist- 
ens, measures, cuts-off, and delivers the desired length of 
tape in one operation. Features include floating automatic 
pressure control weight over brush to give correct, uniform, 
end-to-end moistening for maximum safety in sealing cartons. 
The fully covered body keeps tape fresh and clean and 
mechanism dirt-free and dust-free. 
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LEFT: 


BELOW: 


THIS PRACTICAL typewriter and adding machine 
stand is made of heavy gauge rolled edge steel with 
plated adjustable channels which hold a machine 
firmly to the stand so that it cannot slide off. The 
channels and the open space reduce noise. Legs have 
4 inches widor spread than other tables and cannot 
easily b> tipped over. The No. 1515 table is 25!/, 
inches tall; the top is 15 by 15; the leaves, 15 by 8; 
with the leaves the top measures 3! by 15 inches. 
Finished in baked green enamel. Approximate retail 
$12.95 each. Made by Shipman-Ward Mfg. Co., 325 
North Wells St., Chicago 10. 


per or chrome finish. 
hand laced. Priced to retail for about $20. 


BELOW: 


New York. 


THE FLEXIBLE, a new version of the gooseneck lamp 
riade by the Paramount Lamp & Shade Co., Inc. 
West 27th St., 


Heavy gauge brass con- 
struction with polished or brushed brass finish or cop- 
Shades are linen parchment, 


18 


FOR NEATNESS. Draftsman's tool tray, a combination rack » 
tray designed to keep a draftsman's triangles, curves, shields, rule.) 
pens, and other drawing instruments in order. High luster poli! 


streamlined metal tray. 
wide by 8 inches long. Made by the Winslow Product Engineer 


Weights 8 ounces. Measures 35g ingly. 


Corp., 614 South Maple Ave., Los Angeles 14. 


ee ee 
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ABOVE: 


NEW POSTURE CHAIR, the 920 Sprylite, offer 
by the Sturgis Posture Chair Co., Sturgis, Mich. Te 
chair has four adjustments, height, spring tension 


and two back controls. 


Has follow-flex back re 


incorporated with the springback chair control. The 
is a new design for the housing covering the heigt 


control. 


February, 1% 
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RIGHT: 


CARD FILE. The Mayfair Co., 315 North Desplaines St. 
Chicago 6, now has for immediate delivery a new stream- 
lined steel 3 x 5 card file. The top is a one-piece stamp- 
ing and fastens to the bottom with a full continuous piano 
hinge on back. The bottom is of two stampings. It is 
heavy metal and painted in gleaming baked enamel finishes. 
Choice of green or walnut. Approximate selling price with \ 
A-Z index or receipt index, $1: without index 85 cents. 
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ABOVE: 

FOR EFFICIENCY’S SAKE. The Skyliner desk is made by the Orna 
Metal Products Co., 2412 South 7th St., St. Louis 4, Mo. Height is 
adjustable from 29 to 30!/2 inches. Has electric welded steel body, 
with a 34 by 60 non-glare composition water repellent top. The 
heavy steel welded seam free-running noiseless drawers have insu- 
lated fronts and chrome pulls. The center drawer is |'/2 by 23 by 25 
inches; top drawers, 4 by 1236 by 25; bottom drawer 10!/4 by 124 
by = inches. Baked enamel finish in greystone. With heavy steel 
islands. 


RIGHT: 


GENERAL PURPOSE steel desk from Cardinal 

Sales, Inc., 563! West Madison St., Chicago 44. This 

: new desk was designed to fill the needs of the general 
f office, accounting department, or factory office. Has 
' hard durable formica top that is cigarette proof and 
bi will not spot or stain. Specifications: top, 56 by 
30 inches; 31'/p high, 24/4 knee space; 4-box draw- 

ers, 1234 wide by 5 high, 2534 deep; 2-letter draw- 

ers with compressor, 124% by 1034 high, 2534 deep; 


- offered center drawer with lock, 23/2 wide by 334 high, 23 
ch. The deep. Furnished in grey or green baked-on enamel. 
tension 
ack rest 
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ABOVE: Rochester Postmaster; Mayor Dicker; Chas. R. Ogsbury, president 

THE FIRST. Mayor Samuel B. Dicker of Rochester, N. Y., pur- of Commercial Controls Corp.; Nelson B. Wentzel, Deputy Thiam 
chases the first stamp from the first automatic stamp vending ma- Assistant Postmaster General, and Samuel R. Young, Special Asse 
chine installed by the Post Office Department. The occasion was tant to the Postmaster General. Machines like this, developed an 
the installation of the machine for operation in the Rochester Post manufactured by Commercial Controls Corp., Rochester 2, N.Y 
Office in January. Shown, left to right, are: Donald A. Dailey will soon be placed in use in many first-class post offices. 


RIGHT: 

IMPROVEMENT. The Arrow Fastener Company, 
Inc., 30 Maujer St., Brooklyn 6, N. Y., has announced 
a new improvement on the Commander staple remov- 
er to give greater efficiency and longer lasting serv- 
ice. Indentations have been made on each side of 
the staple remover, directly above the prongs for 
added rigidity, to prevent the prongs from bending. 
This handy contrivance quickly and easily removes 
staples without breaking fingernails or tearing paper 


LEFT: 

HANDSOME NEW TABLE from the Butler Bros., 
430 West Randolph St., Chicago 6. The table top 
measures 77 inches by 36 inches deep. The base will 
also accommodate tops measuring 58!/, inches by 
34/ and 58!/, by 2634-inch available from the 
company. Walnut veneer. From the Butler line of 
convertible desks and tables. 
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27-DRAWER 
STORAGE CABINET 


Will pay for itself many times over 


as a valuable money-saver in locat- 
ing and safeguarding important 
matter. For catalogues, hardware, 
office forms, printed matter, art 
work, cuts, photographs, tools, etc 
Olive green or Cole gray crinkle 
finish. 


WIDE 


HIGH OEEP 
Cabinet size 30° 37'%2° 13% 
Inside drawer 9 3%” 12° 


No. 2712 


sage 


STEEL CARD CABINETS 


Designed for card record 
systems. Constructed of 
heavy cold-rolled furniture 
steel, electrically welded 
throughout. Units can be 
stacked. 


ONE DRAWER UNITS TWO DRAWER UNITS 


No. Card Capacity Height Width Green No. Card Capacity Height Width Green 
C335 3x5 1500 cards 54” 6'/,” $3.60 C3352) 3x5 3000 cards 5,” 1245” $6.30 
C346 4x6 1500 “ bh” 7/2” 4.20 C3462 4x6 3000 - bf,” 147,” 7.20 
C358 5x8 1500 — 7,” Wy” 5.40 C3582 5x8 3000 7” 183%” 9.60 
C36? 6x? 1500 ° a4,” 10/2” 8.40 C3692 bx? 3000 - 8h,” 20'/2” 12.00 


CUTS OR PHOTOGRAPHS OF ALL ITEMS AVAILABLE ON REQUEST 


nel 


COLE “STEEL EQUIPMENT Compan 
285 Meteee menue, - 7 New York 17, N. Y 
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One of Simplex Time Recorder's line of time clocks. 


WHAT'S AVAILABLE NOW? 


By H. K. Darby 


% HERE IS PART SIX of a series that will cover 
the various types of equipment needed for the 
office; it covers time recording clocks, and ward- 
robes and lockers. 

For the benefit of those readers who, by reason 
of their brief acquaintance with MANAGEMENT, 
or the press of business activity which might have 
caused them to miss certain articles, dictating 
machines and posture chairs were covered in 
August; office typewriters and executive chairs 
were dealt with in October (September, the Busi- 
ness Show issue of the magazine, carried no ar- 
ticle in this series). 

The November article of the series gave treat- 
ment to duplicating machines, photocopying and 
contact printing devices, and filing cabinets, while 
the December issue described adding and calculat- 
ing machines, and executive desks. Check writers, 
check signers and perforators, and safes and 
vaults were the equipment discussed in January. 
A very limited quantity of tear sheets of these 
previous articles are on hand for those individuals 
who are interested in procuring them. 

It is hoped that this series will be a continuing 
feature—a feature designed to bring before read- 
ers of MANAGEMENT the newest available models 


of office equipment in the various fields as they 
come into the market. In other words, the Febru- 
ary issue of OFFICE MANAGEMENT AND EQUIP- 
MENT in 1949 should again bring to office execu- 
tives the latest models in time clocks and record- 
ers, and wardrobes and lockers. Many lines of 
equipment remain yet to be covered, and at this 
time a program is being worked out that will 
make each issue of the magazine a unit in an all 
inclusive coverage. Yet to be covered are book- 
keeping, accounting and payroll machines, floor 
covering materials, acoustic ceiling and wall ma- 
terial, office lighting fixtures, venetian blinds, desk 
lamps and other office portable lamps, and desk 
pads, sets, and other desk fittings. 

The March issue will list the various items of 
equipment necessary to the mail room—whether 
it be that of the small company or the large or- 
ganization. The April issue will carry an article 
on available types of office ventilators, air condi- 
tioners, circulators, and those items of furniture 
necessary to the equipment of the lobby or re- 
ception room. Suggestions on other items of equip- 
ment or machines considered suitable for inclu- 
sion in this series will certainly be welcomed by 
the author. 


TIME 


RECORDERS 


Cincinnati Time Recorder Co., Cincinnati, Ohio 
Model FP-800 Payroll Recorder 


@ Height, 1112”; width, 1434”; depth, 12”. Net weight, 45 lbs. 
Has steel case with infra-red baked-on finish as a protective 


February, 1948 
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cover for operating and recording mechanism. Underwriters’ 
approved electrical elements are employed in its construction 
throughout. This model can be furnished as a self-contained, 
independently operated recorder with reliable self-starting 
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TIME RECORDERS 


synchronous motor drive, or it can be arranged for master 
clock control and regulation. 

Does not require the daily attention of the time keeper to 
set the positioning of the card tray, as it automatically and 
accurately moves the card tray to the correct registering 
position in synchronism with the day and time. Employees 
merely insert their time card in the tray and the registration 


Cincinnati Time Recorder's Model FP-800 


is made in the proper day column, at the correct space up the 
column, and at the exact time of recording, without the need 
of pressing any electrical buttons or manual tripping of a 
registration lever. 

Has such features of construction as cast-iron frame, three- 
point method of suspension, unit type cast wheel construc- 
tion (removable for cleaning), hardened time wheel pawls 
and actuating fingers, cut brass (rather than punched) 
gears. 

Has a patented tabulating feature made possible as a result 
of “Up the Card” recording, whereby the greater, or “Out” 
registration is made above the lesser, or “In” report, so that 
direct subtraction can be followed in computing payroll time. 
Payroll auditor’s work is simplified; chances of error are re- 
duced. FP-800 makes use of continental time, which pro- 
vides for the numbering of hours from one midnight to the 
next midnight, 1 to 24. Under this system, a later hour in 
the day registers as a larger number, hence direct subtrac- 
tion is possible. Speed with which registration can be made 
eliminates traffic congestion. 

Registration positions up the card are freely adjustable to 
provide for as many as 24 “In” and “Out” registrations in 
any one day. This model is highly suitable for irregular 
schedules of registration, as the positioning pattern can be 
arranged to cope with practically any “In” and “Out” 
schedule. 


International Business Machines, 
590 Madison Ave., New York 22. 

IBM Attendance Time Recorder 
@Dimensions: 132” wide, 14%” high, and 95s” deep. Heavy 
sheet steel drawn case and bracket, S. A. E. 903 zinc. Pres- 
sure die castings. Stainless steel shafts. Black morocco and 
satin chrome trim. 

Floating 3-point suspension of mechanism, plastic card 
receiver, heavy duty drive motor. Separate timing motor. 
Electric, trigger trip, fully automatic (one-hand-one-second- 


— 


one-operation), self-regulating impulse for synchronous mo. 
tor operation, minute to minute programming. 


IBM Attendance Time Recorder 


Modern design, fully automatic, direct subtraction time 
records, direct read time indication. 


Simplex Time Recorder Co., Gardner, Mass. 

Model BCG Automatic Electric Payroll Recorder 

@ Dimensions: 15” wide; 17” high; 11” deep. Made entirely 
of steel and brass (die cast metal). Finish is Baketex green 


Simplex Time Recorder's Model BCG 
wrinkle. Simplicity of design with durable construction 
Electrically operated with synchronous motors or a mastet 
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TIME RECORDERS 


clock system. This model is now available. 

Designed for speedy trigger-trip operation; manufacturer 
claims that 200 people can register on this recorder in a 
minute. This model is arranged to operate with the exclusive 
Simplex notched corner time cards, which prevent card 
registrations from appearing on the back, or upside down, 
on the card. Each employee must place his card right side 
up, or the recorder will not register. 

This model is one of more than 60 standard types and 
models of time-recording equipment made by this company. 
List is $255. 


Stromberg Time Corp., 109 Lafayette St., New York 13 
No. 15 In-and-Out Recorder 
@ Dimensions: 1112” high, 9” wide, and 53/16” deep; made 


of steel, brass, aluminum and copper. Models are currently 
finished in black crackle finish soon to be changed to office 
grey. Light in weight, yet rugged construction. Complete 
unit construction makes repairs and maintenance easy. 

Can operate from a master clock system or independently 
from alternating current power. Its own principle of opera- 
tion is the mechanical trip, one hand, push bar feature, which 
permits the employee to drop his card in the slot and de- 
press the bar at the same instant. This printing feature is 
not dependent, in any way, on outside power. Manufacturer 
claims that this model is the smallest completely designed 
recorder for payroll work exclusively; has a ribbon drive 
principle which, according to the manufacturer, has not been 
duplicated in any other machine. 

List price is currently $145. 


Stromberg Time's No. 15 In-and Out Recorder 


WARDROBES 


AND LOCKERS 


Lyon Metal Products, Inc., Aurora, Ill. 
Cabinet, Combination Type No. 1010 
@ Height, 78”; width, 36”; depth, 21”. All steel construc- 


tion; green baked-on enamel. Has rounded front corners, 
three-point locking device, built-in locks; polished chrome 
handles. No bolt heads on front or sides. Double doors 
swing open full 180 degrees. Combines office supplies or 
package storage, and wardrobe facilities in one cabinet. 


Economy Locker Rack No. 5840 

@ Height, 76”; width, 50”; depth, 18”. All steel construction, 
green baked-on enamel. Practical clothes storage unit for 
use where floor space is limited and low cost is a prime re- 
quirement. Accommodates 10 persons in minimum floor 
space. Portable; two men can move the unit to a new loca- 
tion. Doors hinged at top so that they “drop” shut. Perfora- 
tions give complete air circulation. 

Each door equipped with flat key lock with two keys. 
Locking the door also secures the coat. Each hanger has 
separate slot; no jamming each time a coat is added or re- 
moved. Raised bases keep clothing and overshoes out of 
Sweepers’ way and prevents mixups and loss. 


Lyons Steel Locker, Single Tier 

@ Heights, 60” or 72”; widths, 12”, 15”, or 18”; depth, 12”, 
15”, or 18”. All steel construction; green baked-on enamel. 
Full length clothing storage, with shelf 9” from top. Positive 
latch, full length locking bar; rigid frame, vertical members 
extend to the floor to form legs. Vertical and horizontal 
members rabetted and welded. Bulb edges add strength. 
No bolt heads on locker fronts. 


(Turn to page 51) 


Lyon Metal Products’ Model 5840 
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Vogel-Peterson's Model =B 


SON A REA 


Steelware Mfg. Corp's No. 2460 Cole 
storage cabinet 


Steel's Model 400 


counter height cabinet 
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WARDROBES AND 


LOCKERS 


(From page 49) 


d Steel Equipment Co., 
= Fourteenth Road, College Point, L. 1., New York 


"Wardrobe Locker seein 
"@ Dimensions: 12” wide by 18” deep by 72” high with 6 
legs; and 15” wide by 18” deep by 72” high with 6 legs. Made 
@f heavy gauge steel. Finish is baked-on olive green enamel. 
Three-point locking device; padlock arrangement. 

List price $17 per locker in groups of 3, 12” wide; $18 per 
locker in groups of 3, 15” wide. 


Yoge!-Peterson Co., 624 South Michigan Ave., Chicago 
Model No. 3-B Locker Rack Unit 


@ Overall, 6’ 6” high by 15” deep by 5’ wide; locker com- 
“partments 12” x 15” deep. Legs 6” off floor. Steel construc- 
Mion throughout. Baked-on enamel finish; doors and front 

ame in wrinkle finish; colors walnut brown, office grey, 
‘and olive green. 

Individual door openings constructed of 18-gauge cold 
rolled steel, have two sets of double louvres for ventilation; 
[front legs adjustable to absorb floor pitch. Twelve individual 
‘hat spaces and twelve separated garment hangers prevents 
1 Box lockers are left free for employee personal 
"effects. Doors are equipped with “stay-shut” hasp for pad- 


locks or built-in flat master-keyed Yale locks. Doors open 
left and right away from rack, not to block access to coat 
rack. 

Portable; can be placed at point of work. Sanitary; keeps 
wraps open to air and light; keeps wraps dry and in press 
Reduces the floor space requirements of locker rooms or 
eliminates locker rooms entirely. 

This unit is part of Vogel-Peterson’s complete line of office 
valet racks. Differs from other units in that it provides indi- 
vidual lock box for each employee, but still provides the 
complete garment rack unit for both coats and hats. 


Cole Steel Equipment Co., Inc., 285 Madison Ave., New York 
Model 400 Counter Height Cabinet 


@ Dimensions: 4033” high, 20” wide, and 24” deep; made of 
heavy cold rolled steel. Green or grey crinkle finish. List 
price, $35. 


Steelware Manufacturing Corp., 
12530 Yukon Ave., Hawthorne, Calif. 
No. 2460 Office Utility Storage Cabinet 


@ Height, 60”; width, 24”; depth, 12”. All steel, reinforced 
construction. Four shelves; tumbler lock with two keys. 
Colors in baked enamel, choice of grey, brown, olive green. 


ADDENDA 


(Items that missed previous articles of series) 


he Schwab Safe Co., Lafayette, Ind. 
Model No. 1842-C 


''@ Inside dimensions: width, 175s”; height, 4134”; depth, 
18'2”. Outside dimensions of body: width, 223s”; height, 


— =] 


ere neem 


Schwab Safe Co.'s 1842C 


February, 1948 


4534”; depth, 2312”. Overall outside dimensions: width, 
233%”; height, 5142”; depth, 26”. 

Adjustable interior consisting of two shelves and one 
locker section (one locker, two drawers, two pigeon-holes.) 
Pyro-Cell-Lith insulation used in all Schwab models is fully 
guaranteed to retain its fire-resisting qualities indefinitely. 
Also guaranteed that this type will protect its contents when 
subjected to fire temperature reaching 1700 degrees Faren- 
heit during a period of one hour. 

All One Hour models are equipped with automatic bolt 
relocking device which instantly operates in the event the 
locking mechanism is damaged by thieves and holds the 
boltwork in check so the safe cannot be opened. 


Marchant Calculating Machine Company, Oakland 8, Calif. 
Model ACT-10M 


@ Dimensions: 1112” wide, 1412” long and 8%” high; finish 
is non-reflective green with key tops and control keys in 
green, red, white, and black. 

Simultaneous, automatic multiplication, in which the an- 
swer is formed simultaneously as the multiplier is entered 
thus eliminating any wait for the answer. Other outstanding 
features are dials for all three factors, which afford the 
operator the opportunity to check the accuracy of entries and 
results in straight-line true figure dials; and complete ca- 
pacity carryover in the carriage, which means that all dials 
are active regardless of the carriage position and that no 
figures can be dropped. 

Selective Clear-Tabulation automatically returns the car- 
riage to the next starting position and simultaneously clears 
the dials after each division. After multiplication, one touch 
of conveniently grouped keys returns the carriage electrically 
to any desired position, with or without simultaneous clear- 
ance of any or all dials. 

Models ACT-10M and ACR-8M are fully automatic. Every 
operation is electrically controlled, with all keys clearly in- 
dexed and conveniently grouped for simple operation under 
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ADDENDA 


the fingertips of either hand, left as easy as right. 
Dials that produce the muliiplication answer in any car- 
riage position revolve smoothly and continuously at a uni- 


‘rarttmmenaneee 


Merchant's Model ACT-I0M 


form speed throughout the entire time that the dial is 
developing the figure it is to show. 
List price: Model ACT-10M, $750; ACR-8M, $650; ACR-8D, 


$400; ACR-10D, $500. 


Berger Manufacturing Div., Republic Steel Corp., 


Canton, Ohio 


Berger No. 100 Line File 
@ Outside dimensions: 14%,” wide, 525s” high, 28” deep; in- 
side clearance of drawers, 124” wide, 105s” high, 2614” deep; 
filing inches, 105. Made of metal furniture stock. Finish: two 


Berger Mfg. Div.'s 
100 Line File 
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Davidson Dual Duplicator, Model 221-1 


—j 
coats of enamel baked on at not less than 250 degreg j 
green, grey, mahogany, and walnut. Standard grade aif 
construction. 

Has progressive cradle-type ball-bearing roller suspens:! 
Drawers equipped with safety catches. Meets all perfor! 
ance -tests of standard grade A label file. Cast bronze };.; 
ware, safety catches. List price (for Zone 1), $65. 


Davidson Mfg. Corp., 1020 West Adams St., Chicago 


awe 


@ Will handle practically any kind of stock from {; 
weight papers to cardboard and envelopes and has a caps, 
of 5,000 20-lb. sheets in any size from 3” x 5” to 10” xy 
Sturdy construction, well ribbed and cross-braced so x 
reduce vibration to a minimum. : 


Davidson Mfg. Corp.'s Dual Duplicator 


This machine combines both offset and relief duplicating 
one machine. User may reproduce from direct-image pat 
masters or metal offset plates, photographic offset plates, ty 
electrotypes, and rubber plates, selecting the method a 
medium best suited to each job. The changeover from offs 
to relief duplicating requires only about ten minutes. _ 

Duplicating by the offset method has always require! 
three cylinders; relief duplicating, however, requires 0 
two. This model combines two of the three offset cylindes ' 
as segments of one large cylinder operating in conjunctic 
with the third, or blanket, cylinder. Thus, with a two-cylit- 
der system, it is able to produce both offset and relief dupli- 
cating on the same machine. Certain adjustments must & 
made to go from one type of work to the other. 

Two-cylinder system also provides advantage of thoroug! 
ink coverage. Since the plate occupies only about one-thirt 
of the large cylinder, the inking rollers have time to make 
several revolutions and become thoroughly re-inked be 

(Turn to page 54) 
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MORE NEW THINGS 


in the NEWS 


as well, 


SHOWS COST AND PERCENTAGES. Accurate answers to prob- 
lems in profits, prices, costs, discounts, and percentages are given by 
the new Calculaide profit rule introduced by the American Hydro- 
math Co., 145 West 57th St., New York 19. Two scales around the 

ge indicate cost and selling price. Percentage, profit, and dis- 
count are shown in appropriate windows. Can also be used for mul- 
tiplication, division, ratio, and proportion in the same way as a con- 
ventional slide rule. Measures 4 inches in diameter. Not affected by 
mosture, ink, or perspiration. Priced at $1.25. 


PORTABLE AUTOGRAPHIC REGISTER from the American Regis- 
ter Co., 564 East Ist St., Boston 27, designers and manufacturers of 
time-saving business forms. The register is adaptable for from 
two to five copies of any business form. Slight pressure on starter 
ejects sufficient paper to allow for speedy extraction of the form. 
Made of light gauge steel, it is light enough to carry around on a 
truck, or through the plant; yet is sturdy enough to be used as a 
desk or counter register. Made in four sizes, for forms 4!/4 inches 
wide, 5!/2 inches wide, 6'/2 inches wide, 8!/2 inches wide; lengths 
up to 8!/> inches. Finished in blue Hammertone, it holds up to 75 
sets of forms, has a file compartment, uses roll carbon and its 
styling eliminates all sharp corners that might scratch the surface of 
a fine desk or counter. 


THE OFFICE WATER COOLER. Cordley & Hayes, 443 Fourth 
Ave., New York, have introduced several new electric drinking water 
cooler models in 1948. Model HCS-10 is a completely hermetically 
sealed cooler. 
Hermetic electric water coolers. 


A 5 year warranty plan is in effect on all Cordley 
The company has six other coolers 
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tween impressions before again transferring ink to the 
plate. When a sheet is not fed through the machine, the 
blanket cylinder separates from the plate and impression 
cylinder preventing ink from piling up on the blanket. This 
operation is entirely automatic, and eliminates the usual 
hand control, greatly simplifying operation. Because of these 
features, clean, sharp copies and uniform color throughout 
the run are assured. 

Accurate registration—all-steel feed roll, in combination 
with continuous gripper, insures positive contr] of sheet 
during its entire travel. Equipped with Davidson automatic 
suction feeder. Feeder is equipped with an automatic double- 
sheet throwout. If two or more sheets should start through 
at the same time, they will be automatically deflected into 


Accessories 


RIGHT: 


A PLASTIC MOISTENER. This new product han- 
dles cleanly and speedily gummed labels, strips, stick- 


ers, stamps, and other items to be mo 
deep water reservoir which is non-pou 
able. Boxed individually, with 24 to a 
at 59 cents each. Available with red, 
base, and an ivory roller. From S 
Union, N. J. 


OFFICE MANAGEMENT AND EQUIPMENT 


a tray below; throw-out mechanism does not stop Machin: 


Operation continues without interruption other than the los | 


of one impression. When an impression is missed, the blan}. 


cylinder automatically drops out of position so that no j, | 


is received and no impression is made on the blanket. Thi 
model will do multi-color work. 

Simple to operate; adjustments are simple. 
ments are required when changing from thin to heavy sto 


Oiling and greasing have been reduced by the use of Oilit 


and ball bearings. 
Dual Duplicator has standard machine speed of 5,000 


No adjus. 


a 
but can be supplied with a special motor and variable Speed | 
| 


pulley which permits operation at higher or lower speeds 


Other models, and line of supplies are available. 


for the Desk 


LEFT: 

ILLUMINATED. Lite-A-Phone makes dialing in the 
dark and taking messages easier. You place the 
telephone on the rear section of the Lite-A-Phone. 
There are no gadgets to connect. The dial and note 
paper are illuminated indirectly by a 7-watt bulb. 
There is a groove for a pencil or pen, a calendar, 
and a tray full of standard 3 by 5 note paper. The 
tray, removable when swung upward, offers a handy 
place to keep notes. Has a twist-type light switch 
on the right side. Removable fiber cover on the 
bottomside makes bulb changing easy. Retails for 
$6.95. Made by the Lite-A-Phone Corp., 1186 Broad- 
way, New York. 


istened. Has a 
rous. Unbreak- 
carton. Retails 
blue, or green 
terling Plastics, 


LEFT: 
LIGHTING THE WAY. 


No. 1012 fiuorescent typewriter lamp has a 
swings, tilts, and extends in any direction. 
slips under any portable office machines. 
Uses one 8-watt fluorescent tube. The 


sion rod are smooth, handsome aluminum tubing. 


sockets. For 110-125 volt A.C. current. From the 
Mfg. Co., 2525 Clybourn Ave., Chicago. 


This new lamp _ provides igs 
over typewriters and business machines. The Mitchell Mode! 
reflector 

The steel base 
It can't tip or tity 
base and reflector 
are in glareless black wrinkle finish. The upright “af 
with cord and plug. On-off-switch is built into the reflectr 


Has plug-in type ballast and high quality ag 
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Kodagraph Contact Paper 


pig NEW PLY 


in photocopying 


It’s uniform .. . has wide latitude 
...is easy to handle 


Made to Kodak precision standards, 
Kodagraph Contact Paper is dependably 
uniform in speed, contrast . . . from sheet 
to sheet, package to package. Kodagraph 
Contact Paper lies flat — before and after 
processing. It has unusually wide 
latitude, too—its emulsion is espe- 
cially designed to provide a good 

margin of safety that means fewer 

trial exposures . . . fewer make-overs, 


EASTMAN KODAK COMPANY 
Industrial Photographic Division 


N.Y 


[p------------ entail 


It reproduces with 
great contrast —rich black 
on clean, clear white 


You'll like this new Kodagraph Contact 
Paper. It reproduces superbly with a density 
and “snap” that will please you. The r 
emulsion is new . . . product of Kodak 
research . . . formulated = 
specifically for photocopying. one 
The paper base is pure .. . 


made from highest grade a 
materials... with the same “i 
photographically true 

physical characteristics of 
all Kodak papers. i 
Rs 


It can be used in any type 
of contact photocopying equipment 


All you need to get new ease in handling — the new quality 
in results—is the paper itself—there’s nothing new to learn, 
Kodagraph Contact Paper comes in two weights—in all 
standard sheet and roll sizes—and its speed assures 
maximum print production from standard contact 
equipment. For details, write for booklet, 
“The Big New Plus.” 


FREE—Kodagraph Paper booklet 


fut nul Coufon 


Eastman Kodak Company 
Industrial Photographic Division 
Rochester 4, N. Y. 

Please send me a free copy of “The Big New Plus”— 
your booklet about Kodagraph Contact Paper and the other 
papers in this great new Kodak line. 


Name —— 


(please print) 


Department 


Company 


Street ____ 


lal 
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That's drawing 
the line Aine 7 


Today —right now — make 
the “Tolerance Test” with 


KOH-I-NOOR Draw- 


ing PENCILS. See how | 
they create those fine toler- 
ances on paper, so often 
demanded by American In- 
dustry. See those lines come 
up crisp — clear — sharp. 
And very important, too — 
see their “staying power”. 
For in the long run, you'll 


find KOH-I-NOOR 
Drawing PE 


most economical. | 


17 uniform degre to 
choose from—smartly pack- 
aged in a permanent litho- 
graphed container — one 

dozen to each package. | 


fe ts 
The RIGHT pencil for the RIGHT - 


KOH-I-NOOR PENCIL COMPANY, INC., BLOOMSBURY, NEW JERSEY 


Glamour in the Office 


(From page 26) 


of the gracefully curving walls is a two-tier bog 
shelf molded in plastic to become a part of th 
wall. While efficiency is the keynote of the deg 
and its appointments, comfort is also provide 
for in two kelly-green couches covered in candle 
wick material. 

Alfred Werber’s office features a drum pe. 
estal desk constructed of natural walnut woo 
offset by bronze accessories. A pull-out section 


is provided in the front portion of the desk fo 


the convenience of secretaries when taking dic. | 


tation. Flanking the desk are overstuffed lounge 
chairs. 

Every effort is made to provide for both eff. 
ciency and comfort not only in the offices of the 


firm but also in conference rooms and buying 
rooms, important sections for a dress manufa. 
turer. The large buying room of the firm is ap 
oval shape with walls covered in oil-print wall. 
paper. The paper is developed by pouring dil 


paints on water then lifting the paper up through | 


the paint. 
almost 


This process creates unusual designs 
impossible to duplicate. 


ports. 
Chinese red with blond mahogany exposed wood 
supports. 

Tomato red with gold 


The sales conference room of the firm, where 
new designs are considered, use custom-printed 
wallpaper in tomato-red with figures in gold. 
Furnishings of the room consists of three small 
triangular tables of leaf gold finish on white clas- 
sical pedestals. At one end is a semi-circular 
dropped wall containing indirect fluorescent fix- 
tures to light manikins or models showing new 
styles. 


Showing of complete lines of seasonal fashions 
are held in the fashion salon of the firm. Two 
stories in height, the room has graduated plat- 
forms to assure all retail buyers a view of the 
dresses from all angles. Walls are blue, the ceil- 
ing is rose, draperies are grey spun glass, anda 
circular stairway leads from the stage to a bal- 
cony where the fashion buyers from retail stores 
sit. 


File Executives Association of Philadelphia 

The File Executives Association of Philadelphia met 
January 13th at the Robert Morris Hotel, 17th & Arch Sts, 
Philadelphia. Wm. J. Crocker, supervisor of methods and: 
operations department, Department of Public Assistance i 
Pennsylvania, was scheduled to speak on “Work Simplifice- 
tions and Methods.” 


Conforming | 
to the curve of the walls is a Chinese red confer. © 
ence table supported by ebony-black angular sup — 
Chairs of the room are upholstered in | 
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.| NEW! VISEITE PORTABLE 


3 VISIBLE CARD RECORD FOLDER! 


Brand new, the Vis-ette Folder serves a wide variety of purposes where 


i portable visible records are required. Made of sturdy pressboard, this 
“ular new Folder can be filed in your regular letter size file, your desk file 
; fix: drawer, or slipped conveniently into your brief case. 

new It has an angular celluloid tab, four inches long, for indexing contents. 
hee Securely fastened inside, are metal channels holding 20 Kraft pockets. 
Two Each pocket is die-cut to take a 5” x 8” card on one side, and a compan- 
plat- ion card which may be 4” x 6”, or 3” x 5”, on the other side. Pocket hold- 
= ers and title protecting strip margins are made of 10 point clear celluloid. 
nd a If desired, five more pockets may be added. 

bal- See them at your dealer, or write Globe-Wernicke Co., Norwood, 
seaas Cincinnati 12, Ohio. 


> Globe - Wernicke 3eS"" 


’ VISIBLE RECORD EQUIPMENT | "Bookcases. 


1948: February, 1948 OFFICE MANAGEMENT AND EQUIPMENT 57 


s 


a =r aaa ee ee lc ee he a wail ‘ 
* 
Ces 4 
Pea , ag t P iJ - - “- : : 
ction | y zx ecor? f oftN F — a — 
k for * - 4% mi R cverR ao. z Ry 
di. | 7 ke yve a ta 
the Ay Nas ’ “se 4 ’ ; ee 4 . ; a st ie — fe 
is an £- ia i % ; y * a Rete Buy \ c . ¥ x a 
EO ae BEA ¢ 
ming | ‘7 me —— —s- 8=—l( ol EE EE a od 
- at a a eee Sl.” @y gs i ee e 
abe a Bd 4 ae s oe ve \ xa are ‘ 
| | 5 4 — \i [. \ee ys 7 m : 
here A A 
inted | \s . 
ANA 
£ 
NP idities 
Fits regular letter size file = 
zm , 
"0h : 
‘Sis, y | : 
; and! Service 
ce in 
ifica- en) a 
ee &§ 
; Le # ” ie 4 hs . ry Bee 4 a ip em mY * a : oy, ee ¥ : 
oF RRS = ee : 3 eS Gals a .<o— -” a - " he 


EAGLE-A PAPERS 


 * AMERICA. 
WRITING PAPER. 
CORPORATION | 


When you want paper that will 
create a smart, lasting impression 

. When you want paper with 
snap and crackle — combined with 
fine typing and erasing qualities — 
just say to your stationer, “Give 


me Eagle-A.” 
c 


For letterheads, second sheets, 
onion skins; legal and testimony 
ruled, printed “copy” or manu- 
script covers — the highest quality 
is assured when you specify 
Eagle-A. Always look for this 
famous trade mark — symbol of 


highest quality standards. 


Write for samples. Address Dept. 2 


Security and a Job 
(From page 29) 


continually working on plans designed to ; 
crease the security of the men and women y 
make up our organization. We did not achie: 
without considerable effort the present positip 
where we can report that 90 per cent of our » 
ployees have been continuously employed by , 
since the day they were hired. Cc 

Take, for example, the situation the industry} tems 
faced some years ago when peaks and valleys) 
the gasoline business necessitated laying up tat} peter 
ers, closing down related operations, and layiy | with | 
off a good many employees. Our object wa} desigt 
simple: to haul gasoline from March to Octobe} faces 
and another fuel the remaining months. rigid, 

This situation was met by developing heatin) 4 
oils and helping to promote the use of home gj. qualit 
burners. The heating oil was hauled during fi ae 
and winter months, and, as a result, peaks ani mand 


valleys were flattened out, not only in use ¢ a 
equipment but in employment figures as well. Th ptice 


effect, of course, extended far beyond sea-goin 
personnel, right through the organization dow Wi 
to tank wagon drivers and bulk plant employees gil 

Even during the Thirties, when the compan’, ™ 
production was sharply curtailed, we introducel 
a “staggered work” program which enabled w/ 
to keep a substantial majority of our workin 
force steadily employed. Under this policy w} 
cut back the number of hours worked per wetk | 
per employee, and staggered the assignments » | 
that all points were covered all the time. 


Another example 


As another example, we foresaw some time 
ago that the advent of larger and faster tanker 
with quicker turn arounds, might easily work 
hardship on many of our sea-going employes, 
and might even, in fact, mean lay-off for 25 pe 
cent of them. So a plan was worked out wherely 
seamen would work continuously for about three 
months, and then would have a month off with 
pay. This program enabled us to keep virtually 
all our seamen employed, while at the same tim 
giving them privileges and rights at least equiv® 
lent to those they had under the former plat 

We feel that there are great benefits which! 
accrue to enterprises providing the nearest thing 
to a steady job that is possible. Labor turnovét 
is costly. I may tell you that between 1932 and 
1945 the average labor loss due to permanef 
layoffs in our company and its affiliates was 43 
per cent. 


* * * | 

One of today’s great challenges is to do every 
thing we can to help our employees to become 
capitalists. Our job in the constantly changing 
patterns of a capitalistic democracy is to provide | 
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to i 


on wh 
achier: 
mes BROWNE-MORSE 

by i 


wo) STEEL FILES 


D tam} Better-than-ever Browne-Morse quality, mass produced 
layin} with modern facilities. This new Browne-Morse file is 
t We designed to fit the spirit with which American business 
Netober f faces the development of today’s markets. Sturdy, 
rigid, long lived and dependable, with a smooth, easy 
eatin; | draw action that simply breezes open and shut. Its 
quality surpasses the expectation of users and dealers — 


ve ‘a for office equipment designed and built to meet the de- 
es “4 mand of the forward looking business man. Check the 
ai features of construction and operation listed below which 
se of 


make this Browne-Morse file the best engineered in its 


I. The price range today. a ' 
Boing . é 
dow! Write for complete data on Browne-Morse en- 1 é 
loyees gineering service ... helps you build efficiency 1 a ‘AE 


pany’: | into your office operations, 


Patented extension arms and channels 
permit inserts to be made in a few 

_ minutes. All-welded steel frame creates 
- .— rigid unit. Positive action 
Pack A drawers easily taken out 

= or etd tomatic locks can be 


| ARCHITECTS OF EFFICIENCY FOR AMERICA'S OFFICE 
neces Browne-Mborse  menean 


-ovide | MANUFACTURERS OF STEEL OFFICE EQUIPMENT AND FILING SUPPLIES FOR OVER 38 YEARS 
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BIGGEST OFFICE 
MACHINE ADVANCE 
IN YEARS! 


New unit cuts work, cuts costs! Copies anything 
—even things no stencil duplicator can copy! 


Easily operated in your office by anyone, without technical 
training—a remarkable new unit, the APECO Photoexact, 
quickly makes copies of important letters, documents, plans, 
clippings, pictures, ete. In fact, it copies anything—written 
printed, typed, drawn or photo- 
graphed! 

Operating on a simplified photo- 
graphic principle, APECO avoids 
typing and copying errors, makes 
clear, permanent copies, singly or 
in quantities. It provides legally- 
accepted copies (valuable orig- 
inals stay in safe keeping) ; copies 
for use while traveling; copies to 
mail; duplicate records; memos 
and plans for departments, 
branches. 


APECO 55 


Copies up to 
18° x 22° 


Executives report uses 

in every department 
In a nationwide survey of the 
uses of APECO in leading busi- 
nesses and industries, executives 
report: “It saves typing, draft- 
ing, copying time—increases ef- 
ficiency in every department”’— 
“cuts copying costs as much as 
80%’—“‘saves sending out for 
stats’’—‘‘makes clear, perma- 
nent copies at less cost than a 
phone call.” 
Its low price puts the APECO, like the typewriter, into the 
class of things no office can afford to be without. It is made 
by the makers of ‘America’s Most Widely Used Photocopy 
Equipment.” 
Find out how APECO can serve you in your business. Write, 
today, for full information. 


Standard 
accessories, 
additional 


Quickly Makes Copies of: 
LETTERS, CONTRACTS 
CHARTS, RECORDS 
PHOTOS, DRAWINGS 
INVOICES, CHECKS 
FINANCIAL DATA 
(OVER 100 OTHERS) 


. 


FREE BOOK! MAIL COUPON NOW! 


AMERICAN PHOTOCOPY EQUI>*"FNT CO. 
2849 N. Clark St., Dept. H-28 
Chicago 14, Ill. 

Send, without obligation, your informative 20-page illus- 
trated book on Photocopying and its savings in time, 
money, and labor. 


CEPR OEHOTETECEEESEO HCE E THEREOF OTHELLO ESSERE DEES OS 


ae iy ne eae ee eee ee, ae 
NN 2 Sasol, Sass a mac i cia yiiale tah eae hers Gk 


OFFICE MANAGEMENT AND EQUIPMENT 


them with the opportunity to maintain and @ 
pand our native instinct for independence, gef. 
sufficiency, individualism. 

Let me summarize briefly what I have trig 
_ to say: 

1. The search for security is an age-old aj 
universal objective. which has merely taken ; 
somewhat different form in our time because ¢ 
the changing patterns of industry. 

2. Capitalistic business and industry shoul 
turn away from paternalistic solutions to thi 
problem and in the direction of plans which mak 
capitalists, not socialists, of more and more way: 
earners and salaried workers. 
| 3. A uniform security program for all @. 

ployees is fairest and the best road to teamwor 
and esprit de corps. It also seems to us one of 
the best ways of keeping the whole question of 
security on a sound, judicial, actuarial, long-tem 
basis and out of the arena of collective bargain. 
ing and political controversy. 

4. Employees have a right, in their quest fo 
security, to look to us to help them toward the 
goal of a steady job. There is no simple formu 
for either of these goals. Individual approache 
to meet widely differing circumstances of busi- 
nesses and industries are called for. 

5. Last—and I have put it at the end for the 
sake of emphasis—the most important ingredient 
in the thinking of American management shouli 
be the strong will to achieve sound, workable 
solutions to these inter-locked problems of our 
time. American business and industry, having 
done so much under a system of human freedom 
to create more wealth for more people can, in my 
opinion, do more than any other institution in 
steady progress toward security and steady jobs 
for us all. 


IBM Appoints 

The International Business Machines Corp, ® 
Madison Ave., New York, has announced the appointment 
of three new district sales managers. They are McLain 8 
Smith, new district 10 with headquarters in New York; fi- 
ward C. Strandine, new district 1 with headquarters = 
Albany, N. Y., and Thomas A. Kirkland, district 3 with 
headquarters in Atlanta. 


Filing Association of New York 

A representative of the Film Library, United Nation 
Film and Visual Information Division was the guest speake 
at the January 12th meeting of the Filing Association 0 
New York. The meeting was held in the Hotel New Yorker 


On Income Tax 
Reader Service, 243 West 17th St., New York, pul 
lishers, report that many large firms are distiibuting incom 
tax guides to their employees. The company says that the 
guides contain not only information which is customaril! 
asked of company accountants by the personnel, but 
identification and company promotion. 
Henry M. Ryan, CPA, an avthority on wage-earners tax 
problems, is the author of the guide, which has 40 pages 
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FINE CARBON PAPERS & INKED RIBBONS - 
ey 10 | February, 1948 
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As the name implies, Silk Spun carbon paper 
offers a limited number of discriminating 
executives and operators a product of uncom- 
promising standards that long has been rec- 
ognized for producing the greatest possible 
number of clear, clean, brilliant copies. These 
fine examples of precision workmanship are 
made by the exclusive “M&V“ Duplex Proc- 
ess that literally forces the rich ink mixture 


‘ 


IN SKILLED CRAFTSMANSHIP 


through every fibre of the tough, though 
extremely light weight paper. They provide 
a far greater intensity of copy yet economi- 
cally insure a more gradual weardown. All 
Silk Spun ribbons continue to be made of 
the finest quality genuine pure silk fabric 
produced. They insure accurate work of un- 
excelled neatness and uniformity even under 
the most exacting machine conditions. 


w 


Now available in Ultra Modern *‘Curl-Less’’ 


MITTAG AND VOLGER, INC. 


ESTABLISHED 1881 
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POSTURE 
‘SEATING 


Mew 
CRAMER 
Models 


New Cramer models 
long in the experi- 
mental and testing 
stage will be an- 
nounced soon. Watch 
Cramer advertising. 


Cramer manufactures a 
chair for every seated worker. 


| 


Work Improvement 

(From page 22) 

their instruction, they find that the forms cop. 
trol unit can take care of only the physical as. 
pects of the form. The utility of the form is y 
to supervision and management. It is very pos. 
sible for a more expensive form to save many 
times its cost in the savings of paper work and 
in better control of the factors of total cost of 
production. Only through an understanding of 
work simplification can the supervisor devise ay 
adequate rough draft on which the forms control 
unit can work its magic. 

Following the initial sessions in office work 
simplification, the Training Section drafted 
manual called Streamlining Office Methods based 
on the work done on operations analysis, proce. 
dure analysis, work distribution, office layout, 
and general work improvement formulas. This 
manual seemed to supply a need for other Naval 
activities and commercial industries as well. As 
the word got around, the initial supply was soon 
exhausted and a reprinting was required to keep 
up with additional requests. 


Speeds up production 


The Navy Department has a Beneficial Sug- 
gestions System designed to speed up production, 
save man hours, and otherwise improve opera- 
tions as a direct result of adopted suggestions. 
It increases the efficiency of the working force 
generally by encouraging workers to be alert at 
all times for ways in which to improve operations. 
In addition to direct benefits, the suggestions 
system encourages creative thinking on the job 
and improves employee relations by affording 
greater participation in management operations 

The size of each cash award is determined by 
the estimated savings effected as modified by 
other benefits and the costs of placing the sug- 
gestion into operation. The Shipyard is author- 
ized to award from $10 to $250 on a suggestion. 
Additional awards can accrue to the suggester 
as other Naval activities adopt the suggestion. 


EXEC 


OFF 
SUP 


Cash awards are not made for suggestions 


construed to be in the suggester’s line of duty, 
or for suggestions not adopted and placed into 
actual operation. It was found that the office 
supervisors and employees were considering t00 
much to be in line of duty and were not entering 


into the program. After a special training se | 


sion on the Beneficial Suggestions System coupled 
with the work simplification training, the com 
mittee was deluged with suggestions from office 
employees. Many smaller awards were give! 


POSTURE CHAIR COMPANY, Inc. 


but three ideas hit the top award, $250. A spare 
_ 1205 CHARLOTTE STREET * KANSAS CITY 6, MO. 


parts control system won $250 and saved $6,471 | 
the first three months. A change in the method 
of preparing ship departure reports saved a! — 
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Save Time... 


“ Save Steps... 


EXECUTIVE 
MASTER STATION 


Executive decisions and production problems 
swiftly, clearly carried to the key men in your organization 
to be executed and solved immediately. FLEXIFONE 

is quality engineered and built...modern and 
functional in design to meet your demand for a 


lightening-fast method of intercommunication. 
Choice of several models 
with capacities up to 


twenty connections. 


OFFICIAL OR 


SUPERVISOR MASTER STATION 0 PE i A D l 0 


FLEAIF IONE 


Gutevoowe 


OPERADIO MFG. CO. 
Dept. OM-28, St. Charles, Illinois 


SPEAKER 
STATION 


Please send free literature as checked: 


eoeccceccosoe 
() FLEXIFONE Intercommunication (C) Plant Broadcasting 
gé é.: (0 Make appointment to discuss our needs 
FRE uk 
pin 70 poet Name. 
wer ene Addr 
Prim 
— City. State 
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Stenographers 


e IT ABSORBS SHOCK 
e IT DEADENS NOISE 
e IT DOES NOT SLIDE 


Kil-Klatter absorbs shock . . . stenographers 


leave the office without that worn-out feeling. 
It’s easier to type because KIL-KLATTER 
cushions the jar and deadens the noise. 


$400 at your sTATIONER’S OR 
OFFICE SUPPLY DEALER 


AMERICAN HAIR & FELT COMPANY 


MERCHANDISE MART, CHICAGO 54, ILLINOIS 


~KIL-KIATTER- 


THE SCIENTIFIC TYPEWRITER PAD 


estimated 6,240 man-hours and $3,934 in ma 
terials for the first year. A revised stock contr 
accounting procedure saves an estimated $13,5}; 
a year. These are all spectacular savings, but the 
greatest savings will never be known as eae) 
supervisor, in line of duty, applies the principle 
of good work methods to his individual job. 


Gold in the Hills 


(From page 28) 


some of the people receiving copies have indicated 
quite readily that they had no need for them. | 
needn’t tell you what happened to those reports 
and memoranda! 

The story on forms design and control has 
been told many times. Under one typical plan, 
each time a form comes up for reorder it is re. 
viewed by a methods and procedures analyst. 
The usual questions are asked— “To what use 
do you put this form?” “Why do we need it?”, ete 
Many forms are abolished completely, the nun. 
ber of copies of others reduced, the content of 
others greatly simplified, and so on. In still other 
cases, one form is made to serve several pur- 
poses. The saving in paper and printing, to say 
nothing of the time of the users, is always appre. 
ciable. 

Some time ago, an analyst with many years 
experience in the field commented to me, “Any 
time you see a person copying data from one 
piece of paper onto another, you may be sure that 
he is wasting time and effort.” 

I have had many occasions to remember that 
sage remark. Just two examples, taken from 
banking: 

Two examples 


Not too many years ago, I suppose that every 
bank in the country used cash books and general 
journals as books of original entry before posting 
in ledgers. This meant preparing posting media, 
entering them in cash books and other journals, 
and then posting from the journals into the led- 
gers. About a decade ago we followed the lead 
of some other.banks and decided that such a pro- 
cedure was a waste of time and money. Why not 
just add up the tickets themselves as they affect- 
ed the several accounts, arrive at the net result. 
and post that result in the ledger, keeping the 
tickets themselves as the “journals?” Why not, 
indeed? Ten years ago we dispensed with all 
journals. Today we have only proof sheets and 
supporting tickets, and a general ledger. Yet, 
many banks still waste untold hours posting it 
journals and from them into ledgers. 

Another example: For years it was considered 
absolutely necessary to post all payments made 
against the principal of a mortgage, on the note 
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If Manufacturers 


Used Cash Registers... 


More and more, the merry music of continu- 
ing sales—at an increased tempo—would develop into a full sym- 
phony for the advertisers in OFFICE MANAGEMENT AND 
EQUIPMENT. Whether they record their sales on cash registers 
or by some other method, that recording is bound to be highly 
satisfactory. 


Each month sees a greater number of the nation’s leading 
manufacturers and suppliers of office equipment, machines and 
supplies making use of the advertising pages of 


OFFICE MANAGEMENT AND EQUIPMENT 


For this magazine goes direct, without waste circulation, to 
the top office management executives of the country’s greatest in- 
dustries and organizations—to the men who make final decisions 


about purchasing your products. If you want a decision, speak 


These are the men it will pay you to cultivate through the to the top men in these offices 
pages of through this magazine. 


- 


OFFICE MANAGEMENT 
‘and EQUIPMENT ___ 


THE OFFICE EXECUTIVE’S OWN MAGAZINE 


260 FIFTH AVENUE Al Goye Callliciélion NEW YORK 1, N. Y. 


Also Publishers of: Geyer's Topics, The Gift & Art Buyer, Sports Age and Trade Directories. 
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With a USPM All-Purpose Postal Scale! 


HIS highly sensitive scale can save you as much as 10% 

of your postage costs! It tells you exactly how much post- 
age your packages and letters require and eliminates excess 
postage payments. 

The USPM All-Purpose Postal Scale weighs and computes 
first class, air mail, third class, book rate and parcel post 
postage on weights up to 30 pounds for all domestic zones. 
Packages or correspondence slide easily from any direction 
onto its rugged platform. Its wide-view chart lights up auto- 
matically . . . whisks into position . . . gives accurate postage 
computations instantly. Automatically adjusts itself to tem- 
perature changes insuring year-round correctness. 

Prevent the annoyances of postage-due mail . . . expedite 
deliveries . . . maintain customer goodwill . . . facilitate mail- 
room operation . . . with a USPM All-Purpose Postal Scale. 
Call your USPM specialist for a demonstration today. 


USPM Systems and Equipment 
Meet Every Mailroom Need 
Depend on USPM for everything you need to modernize 
your mailroom—equipment, systems, advisory and plan- 
ning service. All are described in our “Blueprint” folder, 
which we will gladly send you free on request. Write 
Department OM-28. 


Metered Mail Systems . . . Letter and Parcel Post Scales . . . Letter Openers 
Envelope Sealers . . . Multipost Stamp Affixers . . . Mailroom Equipment 


Endorsographs . . . Ticketograph Systems 


Sales and Service Offices 


in Principal Cities 


MMERCIAL 
NTROLS 


CORPORATION 
Rochester 2, New York 


Commercial Controls Canada Lid.. Toronto 1, Ontario 


CUrr.Cl MANAGEMENT AND EQUIPMENT 


or bond affecting that mortgage. In other words, 
every time a mortgagor made a payment in re. 
duction of his mortgage, that payment had to be 
entered under the appropriate date on the actual 
note or bond which the borrower signed when he 
made the loan. 

Then one day somebody asked “Why?” Nobody 
knew the reason—except that “we'd always done 
it that way.” That bank stopped doing it; others 
followed suit. They tell me that there are stil] 
some banks which post such entries on the actual! 
note or bond, but by far the great majority have 
discontinued the practice. Just think what that 
means in my own institution alone. Last year 
we had 188,000 such payments which would have 
had to be recorded under the old system! 

Until several years ago we also posted receipts 
of mortgage interest on mortgage ledger cards. 
Then we stopped posting such items if they were 
paid currently, but continued to post debits and 
credits of arrears, together with their payment 
dates. This year we stopped all posting of such 
items on these ledger sheets. How many entries 
a year do vou think this means to us? Well, it 
saves us just about 380.000 postings in a single 
year! 

Don’t just shrug these incidents off with the 
thought that they happened in banks and have 
no interest for you. Their counterparts lie hid- 
den in your own organization. If yours is a large 
company, it will pay you to hire a trained methods 
and procedures analyst, if you don’t already have 
one. If you think you’re too small for that, trot 
out that keen, imaginative chap I spoke of above, 
and give him a chance. 

Yes, pardner, thar’s gold in them thar hills. 
It’s just waiting for you to go out and get it! 
Special Study Group Organized 

The Office Executives Association of New York are 
conducting a special study group on “Training for Confer- 
ence Leadership.’ The course, which started on January 13th 
and will end February 7th, is the first of the group studies 
planned by the association. Other groups on subjects relat- 
ing to the problems of office management will be held in the 
near future. 

The group now going on is limited to twelve men. It meets 
from 6 to 8 p.m. on six Tuesday evenings. The fee is $5. For 
information write Carl Basler, Chairman, Special Study 
Groups, N. Y. Chapter, N.O.M.A., 1230 Avenue of the Amer- 
icas, New York 20. 


Business and the Schools 
“Business Organizations and the Public Schools” was 
the subject of a talk by Dr. William Jansen, Superintendent 
of Schools for the City of New York, at the January 21st 
dinner-meeting of the association, held at the Belmont Plaza 
Hotel. 

To assist educational institutions, Dr. Jansen suggested 
business organizations inform them of trends in business 
procedures. “The aid of business groups and business 0!- 
ganizations would be helpful in developing a testing program 
to measure the skills, personality traits and aptitudes that 
they themselves require of their employees,” he said in his 
talk. 
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LITTLE 
GIRLS 


but not for 


CARBON PAPER 


that's why good typists 
choose 


KEEN-RITE 


and 
SUPER-TREATED 


Both the popularly priced 
KEEN-RITE and the de luxe 
SUPER-TREATED brand are 
made by a special process 
fo prevent curling and smudging. Every typist can now 
get clearer, cleaner copies along with maximum wear. No 
more unsightly erasures and no more soiled hands from 


oe q 


handling. 
‘ii " * " Ve 
The famous patented "Carbon Gripper RYO 

Tae in every box of Codo Super-Treated, SS 
‘i Super Kote and Keen Rite. S 

S 

_ — ery i 
$29 South Franklin St, . 

| Chicago 


* j Swienn Cores Pa. 


Spoke on Office Layout 

About 265° members of the Philadelphia Chapter of 
National Office Management Association turned out for the 
meeting of January 14th, at which Kenneth H. Ripnen, presi. 
dent of the Kenneth H. Ripnen Co., Inc., was the gues 
speaker. 


Mr. Ripnen’s talk was entitled “Planning the Office Layou; 
—Management’s Responsibilities and Office Workers’ Needs,” 
He pointed out that the average office has increased greatly 
since World War II, and that management generally views 
with mixed feelings their responsibilities towards the office, 

“We still have managements of corporations who feel that 
providing the office worker with a job, a desk, light, heat, 
and shelter is all that is required in employment,” Mr. Rip. 
nen said. “There are others of management who recognize 
the effects of the right amount and type of light and other 
conditions upon the workers’ and their own health.” 


Some managements have gone beyond minimum standards 
imposed by City, State, and Federal agencies in the interests 
of improved employee health and safety, because they are 
aware of the benefits to be gained. 

Mr. Ripnen indicated a growing awareness on the part of 
the worker that the salary was not the entire consideration in 
taking a job. That modern physical conditions, convenient 
to transportation, etc., enhanced the desirability of the job. 

At another point, Mr. Ripnen said: “I believe the most im- 
portant contribution of the office planner and office building 
architect to be the providing of space that is flexible—not 
placing the desk in any one fixed position, but providing the 
required space, electric and telephone outlet facilities at the 
locations for the desk. Doing this allows for overall space 
control of allotments of space to departments and the detail 
planning of equipment within the departments to be left 
to the responsibility of the department heads.” 

Stating that the corporate structure of large business or- 
ganizations today are not properly housed in the run of the 
mill office building offering 20 to 30 feet deep space, Mr. 
Ripnen claimed that “limiting space assignments of offices 
to less than 5 floors is most desirable . . .,” and offered as 
an example of a desirable use of space the Pentagon Building 
in Washington, D. C. 

In closing, Mr. Ripnen pointed out that corporations re- 
quire three kinds of space (private and general offices, and 
storage and special areas) and that today’s buildings satisfy 
only two of these requirements. The office building of the 
future, he said, built to satisfy all the requirements of the 
large corporation, would undergo the most radical changes 
in the interiors. 

“They would be completely air conditioned, well-lighted, 
and have floors of large areas,” he said. “Escalators, ramps 
and wide hallways for increased traffic would be part of the 
building design. More convenient column spacing and higher 
ceilings would be planned. Buses, taxies, truck-loading plat- 
forms, car parking, shopping, and eating facilities, and post 
offices would all be part of the building services.” 


Charter Two Chapters 

The Systems and Procedures Association of America 
has chartered two additional chapters, one in Boston, and 
another in New York City. 

The Association’s program to expand its chapters through- 
out the United States has met with considerable success. 
It has received many petitions for charters from groups 10 
cated at various points throughout the couniry. 

Application for membership in the Association may be 
made directly to the local chapter or to H. Kenneth Marks, 
National President, 1440 Broadway, New York. 

Membership is on an individual basis and is open only 
to those actively engaged in systems and procedures work. 
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3 Drawer Letter 2 Letter and 2 Card Knee Space 6 Double Cord 
File Index Files Desk Files 
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6 Drawer Check Double Hinged Panel Gote 5 Double Cord . te 
File Door Cupboard Files 7 
ighted, “ 
ramps | In planning any department where counter space, counter on one side and super-efficient files, cab- 
of the | storage space and files must be combined in a neat, inets, storage space and desks from the other. Ps 
hight } eficient arrangement, these stock, counter height os 
g pla | units will really shine. You can arrange them Sample units shown in photograph above consist 
ad post | in any sequence you like—across the end of a_ of a three-drawer file, six-drawer card file, a nar- 

toom, down the side, or in a self-enclosing rect- row knee-space unit with one locking drawer and 
amgle or square. Every piece locks together per- a doubled-hinged door cupboard with two plain 
feetly and when they are all assembled, a continu- shelves. Countless other arrangements are possible 
‘merica | 8 gray corroleum top and an attractive paneled by combining stock units shown in sketch above. 
on, and back are added. Presto! it is a neat appearing Drop us a line for complete details, 


swok |CORRY-JAMESTOWN MANUFACTURING CORP. * CORRY, PENNSYLVANIA . 
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... the Sengbusch HP-6 Handi-pen has the utility 
and appearance that please both hard-boiled 
office managers and demanding executives. 


It appeals to busy executives—Smart and dignified HP-6 
Handi-pens make a big impression on all who see them. 
In addition to good looks, they offer smooth, efficient 
instantaneous writing service. 


Ideal for the entire office foree—These efficient desk 
sets, with their effortless writing, save time and eliminate 
disturbing annoyances such as constant refilling, clogging, 
flooding. They are reasonably priced and find a sizeable 
market among quantity buyeys. 


Has famous “Capillary Action” inking principle—The 
HP-6 holds 6-months’ supply of ink. Thanks to the 
scientific Sengbusch method of inking, there is no ink 
deterioration or waste; the last drop of ink in the con- 
tainer is as fresh as the first. 


For increased efficiency in your office, standardize on 
Sengbusch Handi-pen—the writing champion. Place your 
orders now. Write for circular P-47. 


Sengbusch Self-Closing Inkstand Co. 


128 Sengbusch Building Milwaukee 3, Wisconsin 


Plastic bases in 
black, copper, 
or gun metal, 
Deluxe walnut 
bases, trimmed 
in goid’or silver, 
with copper ar. 

gunmetal HP-6 
$ets. ; 
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Standard Diary President 


Jones Co., in charge of the Boston branch, has been elegy 


4 


Al Coelln 


president of the Standard Diary Co. He will make }j 
headquarters at the Standard Diary plant in Cambridg 
Mass. 

Mr. Coelln has been on the sales staff of the Wilson Jon 
Co. since 1929, covering various territories throughout tk 
East. For the past ten years he has been divisional sax 
manager of the New England States. 

E. W. Mead, vice-president of the Standard Diary (, 
will continue as sales manager with headquarters at 1! 
East 23rd St., New York. 


A New Profit Sharing Plan 

Freeland, Bates & Harris, Inc., management engineer | 
230 Congress St., Boston, have developed a profit sharing pla 
which the company says employs a new principle of dividin 
profit with labor. 

The plan was developed from a survey made of the play 
currently in operation and is flexible enough to be applic 
to any business, says the company. 

The plan eliminates the troubles between management ani 
labor, reduces labor turnover to a minimum, increases in- | 
come and decreases overhead in the many plants investigats 
where profit sharing plans are in effect. 

The company will send a description of the plan to anyor: 
interested free of charge. 


A New Spirit Duplicator 


Al Coelln, formerly divisional sales manager of the Wil, | 


a ee ee Y 


Copy-Plus, Inc., 2817 West Carmen Ave., Milwaukee 
Wis., has announced a new type of spirit duplicator whic | 
the company says embodies many improved features. Excep’ 
for its vital components, the machine, known as the Copy: | 
Plus, is constructed entirely of aluminum. It features a com: | 
pact design, increased utility, greater durability and econom) | 
of operation. 

The duplicator is portable. It weighs less than thirty pouné 
and occupies less than one cubic foot of space. The max: | 
mum printing surface is 9 by 17 inches, which the compat) 
says is three inches longer than available on the averaé 
duplicator. 


Heads Office Appliance Managers | 
Edward A. Maloney, regional manager, Moore Bus | 
ness Forms, Inc., has been elected president of the New York 
Office Appliance Managers Association for the coming ye ' 
Ralph H. Fisher, electromatic manager, International Bus- i 
ness Machines Corp., was elected vice-president and Rog | 
W. Burman, manager, National Cash Register Co., will ser 
as secretary and treasurer for the association. 


Controller at Burlington “¥ 

The Burlington Mills Corp., New York, has appointt? 
Raymond J. Austin controller of the company. Mr. Aust 
also continues as assistant treasurer. 
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No. 890 LETTER BOX FILE 


An Amfile adaptation of an old-timer. Stands upright or 
lays flat. Has dozens of uses on desk or work table. Equip- 
ped with alphabetical index. Pull tab at back. Strong 
suit-case catch keeps out dirt. Finished with marble paper, 
orange back. Packed 12 to carton. 


Per doz. Gross lots 
No. 890—Letter Size, A-Z, 16 division. .$17.00 $15.50 per doz. 
No. 891—Letter Size, 1-31, 31 division. 19.50 18.75 per doz. 
No. 892—Cap Size, A-Z, 16 division. ... 19.75 19.00 per doz. 
No. 893—Letter size, Double Thick (Jumbo) 
Rode, BE GivisiOe: 6 ois cicccss 25.50 24.50 per doz. 
No. 899—Similar to No. 890 but made of steel... ... 2.70 each 


é 


No. 420 PERSONAL FILE 


A roomy file for everyday use in 
office, store or home. A _ place 
for receipts, bonds, income tax 
data, etc. Comes with letter size 
alphabetical and monthly folders, 
a 3-year budget and expense 
record, place for phone numbers, 
addresses. Maroon, black, blue, 
brown, green, ivory. Size 10% 
x 123%, x 6”. Packed 3 to carton. 


» Nationally advertised at $2.25 
“3 ar, Par. 


ORDER TODAY or write for 
ca‘alog of complete Amfile line 


ee FILE & INDEX co. 1 
_—s Chileage Office and 


OFFICE MANAGEMENT AND EQUIPMENT 


These files are—_ 
standard items, 
attractive and well 
made. 


No. 710-A TRANSFER FILE 


Heavy construction with cloth hinge. Genuine 
leather pull. Covered in marble paper. Letter 
size. Outside size 1044” high, 714” wide, 134%” 
deep. Packed 12 to carton. Retails at $1.55 


$15.35 per doz. $175.20 per gross 
No. 12105 TRANSFER FILE 


Similar to above but medium construction with 
webbing pull. Outside size 1044” high, 54” 
wide, 1244” deep. Packed 12 to carton. Retails 
at 


$13.50 per doz. $145.80 per gross 


All prices higher west of Rockies and in Canada 


ie Bivd., Kankakee, Ill., 
andise Mart 
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template 


of V4" 10 12" ellipse- 


5 Ma ‘ 
non-warp! 
sionally sta 


Lic 


A boon to professional and amateur alike. First 
template that will draw from a 4” to 12” ellipse, 
this clear plastic set has a large and waiting 


market. Allows unhampered view of subject 
matter, and is marked in eighths of an inch up 


to 6 inches. Order now for early delivery. 
1. 3. 
be | Draw perpendicular lines Repeat 
operation 

2. —_ 
Place ellipse on perpen- 
dicular to size wanted, 
and draw 14 segment 

SEND FOR COMPLETE C-THRU CATALOG 


RULERS - TRIANGLES - NAVIGATIONAL INSTRUMENTS - STENCILS - PROTRACTORS - OTHER DEVICES 


| felet limpany 


| 
HARTFORD, Cc ONN U.-3. Ae 
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OFFICE MANAGEMENT AND EQUIPMENT 


Made Sales Manager 

John D. Fenlason, an authority on business records anj 
systems, has been appointed sales manager for Metropolita, 
New York and New Jersey by Benjamin Tobler, presiden; 


| of Federal Business Products, Inc., 90 Gold St., New York? 


John D. Fenlason 


manufacturers of Vue-Fax visible records and business ma- 
chine forms, and FormSets snap carbon interleaved forms 

The Army Air Forces and the U. S. Quartermaster Corps 
gave him special commendation for his development of work 
simplification and flow process analysis of control records and 
paper work procedures during the war. 

He recently resignad as an associate of Amos Parrish & 
Co., management counsellors for independently owned de- 
partment stores. Previously, he served as special government 
representative for the Standard Register Company of Day- 
ton, Ohio, and as co-ordinator for International Business 
Machines activities in the New York and San Francisco 
fairs. 


Comprehensive Catalogue 

The Acme Marking Equipment Co., 8038 Lyndon Ave., De- 
troit, is offering a comprehensive new catalogue of rubber 
stamps and stamping equipment. The 88-page two-color 


| catalogue shows the company’s complete line of rubber 


stamping equipment for business and industrial use. 


Take New Name 

Lippincott & Margulies, Inc., will be the new name of the 
firm formerly known as J. Gordon Lippincott & Co., Inc, 
well-known New York designers, it was decided at a re- 
cent meeting of the board of directors. The announcement 
was made by Walter P. Margulies and J. Gordon Lippin- 
cott, senior officers, whose names compose the new com- 
pany name. Other officers of the Lippincott & Margulies 
firm are Norman A. Schoelles, vice-president in charge of 
packaging, and Robert De Veyrac, vice-president in charge 
of interiors. The design organization will continue to op- 
erate from their main offices at 500 Fifth Avenue, New 
York City. 


Office Needs 

Catalog No. 553, a four-page illustrated review of the 
No. 800 Floor Box and the Nos. 803 and 804 Service Fittings 
for light, power, telephone, signal and bell system floor 
convenience outlets has been published by National Electric 
Products Corp., Chamber of Commerce Bldg., Pittsburgh. 
These new products can be installed in offices, laboratories 
and shops in conjunction with National Electric’s Nepcoduct 
underfloor electric distribution system, or with standard 
electric conduit. 

The new steel floor box with brass top is illustrated and 
its installation completely described. The high and low po- 
tential service fittings are pictured and their use with the 
floor box is reviewed. Electrical convenience outlets in the 
floor provide full freedom for moving portable partitions as 
may be required without disturbing wiring outlets in the 
permanent floor. 


February, 1948 
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Punches 
-in- 


This 
One 
Punch 

Actually 
Does the 
Work of 


12 


Different ie 
Punches 


anbhd Ly 


MULTIPLE CENTAMATIC 12-in-1 
PUNCH No. 300—Mos? versatile and practical adjust- 
able punch ever made. Punches '/4” holes in any loose 
leaf sheets to fit standard binders covering 8 sizes 
5%,” x 3” to 12” x 9%” inclusive. Also punches 
two %” holes in the following centers: 244”; 4'/4"7 
7”; 81/,”. Punches up to ten sheets of 16 Ib. bond 
stock. Adjustable slides equipped with ball-bearings 
for easy shifting. Finished in Dawn Gray—gauges, 
heads and lever are nickel plated. LIST PRICE: $10.95 


These Centamatic Punches work almost automatically, no fussing, no calculating, no 
paper-folding . . . The Centamatic feature operates simply, speedily and accurately. 
The paper may be placed in any position between the sliding arms of the Centamatic 
guides. By adjusting the guides so that the ends touch the sides of the paper the 
sheets are automatically centered . . . These punches are beautifully finished and 
precision-constructed of heavy gauge steel for enduring service . . . Individually boxed. 


If unavailable locally write us for 
2-HOLE CENTAMATIC 


PUNCH No. 200—Smooth-working perfection in a 2- 
hole punch plus advantages of the Centamatic 


name of nearest dealer. 


feoture . . . Punches two 4” holes—2%" center CENTAMATIC PUNCHES ARE MANUFACTURED BY 
fo center. Actu ] ean r a " c “S 
20 sheets ef 16 Ib. bond steck. Finished in Down MUTUAL STATIONERS SUPPLY CO RP. 
Gray with nickel plated gauges... LIST PRICE: $3.95 Wholesale Stationers to the Trade only J 

*Patents Pending in the United States : 374 BROADWAY, NEW YORK Cc 


and in Foreign Countries. 
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Acquires English Subsidiary 4 
The Dictaphone Corp., New York, manufacturer ap; P 
distributor of Dictaphone electronic dictating and recordip, | 
machines, has announced the acquisition of the Dictaphor: j 
Co., Ltd., London, England, as a wholly owned subsidiary § 
The latter company has served as distributor for Dictaphon, 
products, including the telephone recorder in the British Is 
for more than forty years. ; 
Managing director of the subsidiary company is Gord, 
Paterson, formerly general manager of the Dictaphone Com j 
Ltd., Canada. Directors of the Dictaphone Co., Ltd., whos 
headquarters are at Kingsway House, Kingsway, Londo, 
W. C. 2, are the parent company’s president and vice-prej. 
dent, Merrill B. Sands and Charles E. Hallenborg; Gordo 
Paterson, and F. Graham Maw, of Rowe & Maw, solicitos 
London. 


News from Federal File 
Maurice Winokar, of the Federal File Envelope Co, 
has announced that his company has moved from 7 Feder, 
Court, Boston, after fifteen years in that location. The com. 
pany’s new address is 200 High St., Boston. The new quzr. 
=a =n ters are much larger than the old. 
Fey Mr. Winokar also announced that Kenneth S. Spencer has 
joined the company as sales administrator and co-ordinator 


be n Y Employ e es S / f ; of service. For many years Mr. Spencer served on the New 
our lp } 


~ A 


— 


England staff of the Minnesota Mining & Mfg. Co. 


A Good Booklet 
The Gunn Furniture Co., Grand Rapids, Mich., has pre- — 
pared an interesting booklet, “Your Eyes At Work,” a book- 
let which explains why the company chose a light finish for 
its new Starline desk. 
Copies are available from the company. : 


Chairs! 


Making Rugs Fire Retardent 

The Adhesive Products Corp., 1660 Boone Ave., New 
York, has announced a new liquid rubber plastic called Grip- | 
text which, when applied to the backs of rugs, makes them | 
fire retardent. 


© ~The satisfaction your 


b> atin: aber Griptext is available in quart cans. 

y show itself in the New Sales Manager 

ad new service they give you. They'll James Hickey, Cardinal Sales, Inc., 5631 West Madi- 
become more efficient and better-humored. son St., Chicago, has announced the appointment of Scott | 


Parnham as the new sales manager of the firm. Mr. Pam- 


SENG Chair Action Controls meet every re- ham has had over 25 years’ association with the industry; he 


quirement of the most particular person on was most recently with Wells Office Furniture. Before the 

your staff. Balanced tilting keeps chairs ; war he was connected with Corry-Jamestown. He represents 

stable; carefully engineered moving parts the third generation of Parnhams to be connected with the 
’ 


‘ ffice equipment industry. 
respond instantly to any body movement; ellis 7 


oil-less bearings give a lifetime of no-squeak 


service. These SENG advantages add up to The Copy Right Mfg. Corp., 53 Park Pl., New York 
freedom from fatigue, an important factor has a new repair manual which shows through drawings 
in employee happiness. and instructions how the Copy Right Copyholder can be 
easily repaired. 


New Repair Manual 


Look for the name SENG on the mechanism 


of every chair you buy. SENG is the mark Door Frame Booklet Available 
of built-in quality. 


A booklet describing the new metal door frame 4s 
sembly for use with Herculite glass doors is being published 
by the Pittsburgh Plate Glass Co., 632 Duquesne Way, Pitts- 
burgh. The eight-page booklet shows the twelve available 


4 oi atl peas oa styles suitable for practically any type of business or com- 
¥ \ f | ( 1450 N. DAYTON AVE. mercial building. 


— 


vee 


CHICAGO 22, 1LLINOI! ; Variable dimension tables and typical section views are 
: . ies ae included. The Herculite door frame assembly is a packaged | 
SENG QUALITY PROTECTS YOUR REPUTATION unity complete with checkeing floor hinge and pivot ready for — 
, installation. 
74 OFFICE MANAGEMENT AND EQUIPMENT February, 1948 


Po as: rd oe, an a  ? ae a  _—_ sf oa 
i. : “ ers 
Ric, 1 @ 
ey aC? 
ok 
is =P 
i: 
es . ¢ : =< 
ao iv i 
io) gure itt Sa; 
fe 4 ve 
tes - re eee . 
i f a’ a 
pi © ise 4 : CBee) » 
en an pd Se 
mir re 2 
= Ve ¥ # ia 
if | Gn 
; ! ui 
a Aha Ce ~ 
ae - R) ” _ Te, (4 ~ { ’ " s 
aloo veneer f ¥ a 7” a J | 
“a aya) i” : > .) ie atl 
i. <a : ik ee t 
RAS - a 7 f HS 3 er, es 
. : oN! (ena : i 
a: y are =e t 
ye & . | 
‘ail * . "alg LN E 
ge = - ‘3 
oT a liv, : E 
i. . =e 
ray oth —— -~ he weer | = 
Bon HE AN ) 
i et at <w a we¥ are t 
os _ 2 : 7 3 
Sj 
* = SENG- —" — 
a . — 
e 4 e 
“— Equipped : 
, | : - ' 
ie, af qi 
; i an ee G " 
3. an ww a oy * 
— 2 * ‘ v4 | —s 
eet i al ¥ 
pes . “ss De | 
iii. a re 
eS : vale 
7 ee 
bs or ten 
a a | 
a. a eee 
i - Y ; 
eS ae 
Bet i ' 
S a . . . 
ie : 
Sy. 3 
ee anes 2 
Tee ™ 
ae : 
Ho | 
yee 
aie Ps , 
re) pes 
= | 
- a 
mae -: eee | Ce ao eye en |S era. eee Pe 1 a ee. ig = 


er ani 


Ording | 


aphon: 
sidiar; 
phon; 
sh Isles 


Sordon 


Con 
whos 
oOndon 
~presi- 
x0rdor 
icitors 


ish for 


, New 


Grip- ' 


; them 


ne as- 
plished 

Pitts- 
ailable 
- com- 


vs are 


-kaged 
dy for 


, 1948 


—~ 
2 eRe uso Coa 
Bt ROLES DING WA. COs \ 


Fenty years of experience — hundreds f 
of actual stop-watch tests with the “Y 
and E” Direct Name System prove that if 
this is the simplest, fastest system you | 
‘\ can use. 


“4 meets 7) Have your “Y and E” dealer 
; show you how filling can be 
made simple, fast and eco- 
nomical with the “Y and E” 


‘ aa 
Direct Name System. 


WRITE US TODAY FOR COM- 
PLETE DETAILS AND NAME OF 
YOUR NEAREST DEALER. 


1.You open the drawer. Your eyes seek the center 2. You find the folder you are seeking 
and there, a row of alphabetic guides stare up at under the name you have in mind. 
you. You can instantly locate the desired subdivision. It is natural, simple and effortless. 


3.Miscellaneous folders Individual name and miscellaneous folders are atso 
contain small accounts. numbered to permit returning folders to the file by < 
number. This is also a check against misfiling. Fur- ‘a 
nished in sets of 25 to 10,000 or more subdivisions. 


— 


rer memarn w i PO CONE Beer ITA RE a ER ee RT ee oT CI ESL ES 


ee *1045 Jay Street, Rochester 3,N.Y. _ 


“The Franchise that Means prtar Merchandise” 
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ation ice \ianagement Association 
National (Jffice Manag A 


29th INTERNATIONAL CONFERENCE | 
AND 
ANNUAL OFFICE EQUIPMENT EXPOSITION 


° 
KIEL AUDITORIUM | 


ST. LOUIS — MISSOURI 
MAY 23, 24, 25, 26, 1948 


Write to 
A. C. SPANGLER, National Office Management Association 
12 East Chelten Avenue Philadelphia 44, Pa. 
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WHEELS for ADDRESS PLATES =y 


. Wheel your address plates 
‘ where you want them the 
= easy, COst-saving way withan 
: ALL PURPOSE Tray Truck. 
© Accommodates 42 Model B drawers 
—7500 plates (4 or 6 line plates). 
@ Hard rubber wheels, 5 in. diameter 
—ball bearing swivels. 
@ Open front—totally enclosed back 
and sides. 
© 4 in. guard rail around top. 
® Standard olive green baked enamel 
finish. 
®@ 32 in. wide x 36 in. high x 22 in. deep. 


: 


All Purpose Metal Equipment Corp. 
250 Mill Street, Rochester 4, N. Y. | 


Gia $82.50 
= f.0.b. Rochester, shipping wt. 176 Ibs. 
cee Ask for Bulletin DM-3... It 


= \ describes other money-saving 
~ ALL PURPOSE Equipment. 


All Purpose 


} 
—— j 
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| MERCURY PRODUCTS!” 


In thousands of offices throughout the nation, the men who 
operate duplicating machines are singing the praises of 
these revolutionary, new, deluxe rollers and blankets that 
do so much to improve the quality of reproductions. 


And no wonder! They are built with newly developed mate- 
rials, produced in the laboratories of the world's largest 
plant devoted exclusively to rollers and blankets. They are 
engineered to the same microscopic tolerances required for 
equipment on giant multicolor printing presses and litho- 
graph presses in the country's foremost printing plants. 
See the difference for yourself! 
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Litera ture 


Muailable 


Styled by Futura 


in Grey Lustrelite Finish 


74 Modern Desk Organizer in Steel -5 Compartments May Se Expanded 
Contoured for Pinger Tie rbecessibility and Vistbility / 


Height 


Carton 
Shipping 
Weight 


List Price 


9” 


7 Ibs. 


$3.95 


HIGHER ON WEST COAST 


NEW YORK 51, N.Y. 
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Kotakan 
PLASTIC 
DESK TRAY 


ee 


> 


Styled by Woldmaster 


for Letter and Legal Correspondence 


obits ture Availa ble 


| A New Plastic Desk “ray 


Modern! New! Plastic! 
Swivels! Swings! Removable! 


i 
: Carton | 
Item Width | Depth | Héght. |Shipping) List Price 
' Weight 
; “ i. : rin 
' emo! | 8%” | 131,” 2” | Sie. sajna * Set is composed of two trays, 
Desk Tray Se per set post and bracket. Higher on West Coast 


VG Ant Steel Sales Corp. 300 EAST 145TH STREET + NEW YORK 51, N. Y. 
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UBIAN FOLDERS 


How po you keep your own private 
records, catalogs, price lists, reference ma- 
terial, reports, charts, statistics? You can 
keep them organized for instant use in a 
set of Nubian Steel Tab Folders which will 
fit into a deep drawer of your desk. Blank 
forms or stationery kept in these folders will 
stay cleaner. They are punched for Acco 
fasteners to permit binding important ma- 
terial. You can find your business tools read- 
ily when they are housed in these sturdy, 
high quality containers. Every desk user in 
your office will be more efficient and a better 
employee if he is provided with a set of 
these folders. Ask your Wabash Dealer 
about them or write for more information. 


Water St. WABASH, INDIANA 


eee 3 


GENERALS 


CARBO-WELD PENCIL’ 


“General's Pencils are popular 
office pencils. Take the Semi- 
Hex for instance. Office work- | 
ers like them because they bear 
up well, even under heavy pres- 
sure . . . require less sharpening 

. . . write smoothly and with less 
effort. 


“Executives particularly favor 
Kimberly Drawing Pencils with 
an eraser. And for good rea- 
son... They recognize the value 
of the tipped Kimberlys for 
their own as well as exacting 
office use. 


+ RE ple Re ET 
Se ee ae. Pe eee ee 


"It will pay you to check the list 
shown below for other favorite 
General's Pencils. Order them 


lance oe 


25N-86% © XIH-IWAS F777, SS. TVYINID Ws 


SEMI-HEX OFFICE PENCIL 
5 degrees No. |-2-22/4-3 and 4 
SEMI-HEX THIN COLORED 
Insoluble Crayon, 14 brilliant colors 


KIMBERLY DRAWING PENCIL 
With eraser: 10 degrees, 3B to 9H 
Without eraser: 22 degrees 
6B to 9H-Extra B for 
layout and Tracing 1-2-3-4 


KIMBERLY THIN COLORED 
(Hex and Round) 
Indelible Crayon, 27 popular colors 


SUPER-DUPLICATING PENCIL 


Purple (in soft and medium) also 
red, blue, green, yellow, heliotrope 
— 


= 


GENERAL PENCIL COMPANY 


67-73 FLEET STREET+++ JERSEY CITY 6, N. ‘3 
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Finest Office Desks and Chairs 


ce a ie ae a. . Me ii = } hr ae ———_ ) Sa =) 
i 
: 7 
; ; ; 
“" 
SS % 
ey a 
ae gee + ge TY 2 q TY 3 : 
net eee ite Pe * ry, : ‘ 
ee Me | rs, i 5 ae P ————— 1 ae = ; yt i 
. * . me eee ie ‘ Pd a . a — | Te 
4 ; tea ae ia 5 4 vayee } S ‘iit i q a 
s, . [es Sl pi ee Le 
fa Z a a a a ie, adie =A Stee fas atk i 
‘ * ; A ee eee ce eo 14 c " ii ‘ \ 3 , 4 it i me %, > 
thas F ae a? tee ale ree. AAS : = 
i ee ii eee Oe it eee |) . 
a Ri , i “ee ie thes . at Se ~ 4 % bh 
‘ Si 4a 44 . 4 : | *- E See 2 4 aeiete 7 * - 
No. EXMMAYH-LINE BASE $$“. 
at a a ee ; = z ; 
+ 7 P ge ig mes Be leks. i 
e ‘ak a. x ae | 
-s ie | 4a 7 ca or r pt i : * & L 7 ; j 
ey .. Se i lL : 
ea ; aia ‘ 1 | oo y | 
iia ene i a aX * Pd iia ae ages . oie a \ " « , , m ‘ 
— for Illustrated ¢ ad i ie 3 {| oo oe . 
‘ ee ee ile ak: one = 
A : i a a an {ae ee: 7 as at ae 
& ee ai. | ale Eee) TS t. 
a ¢ +a ae ay oe 4 Oe 5 i 
— i - lS oe ve a ae 
' “v 
“oat 
| = w i = 
4q ba age s as ‘e eed je a u -. a a hs 
| e ce ase. - 125-33 SOUTH 
é ar - SEE == LASALLE STREET . 
Y ee BEE = sCCHICAGO 5, ILL . 
ve | ; “Ne Tt WAR 1100 
Bel | OFFICE FURNITURE COMPANY § fo 7. ee OU 
“ Febru > 
ry, 1 ary, 1948 OFFICE MANAGEMENT AND EQUIPMENT 81 
. 
——— ae" a , ito eet a ee eee ees ee seated ** 
‘Di: Sew ee os Pmt a * . Seat ae ae Ee , a? a és ao” a i it 
| ‘ mer; xf eu ji "a J * Pe fo ; 5 « ie ai a .~ & aebiee j $e 
Re ber 7 < * ~ eS a Pl 4 ee geo. ee yo. atl 2 ee Er PR ech x 


Established Pacific Coast Division 

The McBee Co., Athens, Ohio, manufacturer of ac- 
counting systems and equipment, has established a Pacific 
Coast Division with headquarters in Los Angeles. Eleven 
western states will be covered from the new divisional head- 
quarters. Offices have been opened in some of the principal 
cities of the division and plans are under way to establish 
others. Announcement of the move was made by H. C. 
Davis, vice-president in charge of sales, from the company’s 
sales headquarters in New York City. 

E. R. Freed, formerly Chicago manager, was named to 
head the new division. He joined the company in 1936 and 
served as manager in Cincinnati and Cleveland prior to his 
Chicago assignment. He came to McBee from the Burroughs 
Adding Machine Co., having been manager in Switzerland 
for that organization. Mr. Freed has had a wide experience 
in sales and engineering. 

This development completes McBee’s program of a com- 
plete national organization from coast to coast. 


Another Systems & Procedures Class 

H. John Ross, manager, Systems & Procedures Depart- 
ment of the Continental Can Co., Inc., 100 East 42nd St., 
New York, who is now conducting a Saturday morning class 
in systems and procedures, has announced that a new class 
is being formed for Friday nights starting February 27th. 
The classes will run from 6:15 to $:15, and will meet for 
ten weeks. The fee is $35. They will be held in the Engineer- 
ing Building, 29 West 39th St., New York. 

The classes are long enough to handle most subjects, so 
that there is no carry-over from week to week. The courses 
are identical in content to the ones Mr. Ross gave until re- 
cently at New York University. Mr. Ross is president of 
the New York Chapter No. 1, of the Systems & Procedures 
Association, and national treasurer. 


School for Executives 


The School for Personal Typewriting, Inc., has huff 
New York. The school 4 


estabiished at 21 West 26th St., 
signed its touch typewriting course to help people who y, 
to type correctly for their own use, but not as a mea; 


livelihood. The course is completed in one four-hour « P 


sion. The fee is $10. 


Mrs. Eila M. R. Menaker, a graduate of Bryn Mawr »§ 


Master of Social Economy is president of the school, 
Classes are held Saturday mornings from 9 to 1, andf.. 
day evenings from 6 to 10. 


Methods and Sales Training 


The Addressograph-Multigraph Corp., 1200 Babbit; p: . 


Cleveland, Ohio, has appointed A. F. Wike as manage; 
Addressograph and Multigraph Methods and Sales Traini:; 

The merger of what was formerly two separate actiyii: 
was made to coordinate efforts to extend the use of simp. 
fied business methods in industry, George C. Brainard, pres. 
dent and general manager announced. This follows a g:. 
eral trend on the part of the company which has alrex 
brought a unity of effort in manufacturing, engincering, ». 
search, advertising, and various other Addressograph x; 
Multigraph functions. 

Under the new organization headed by Mr. Wike, all met. 


ods and sales training personnel are now available to bi & 


Addressograph and Multigraph sales organizations, }; 
Brainard said. 

Mr. Wike, who has been manager of Addressograph met. 
ods and sales training since May, 1945, possesses a bros 
knowledge of business machines and methods of applyix 
their use. Prior to his entrance into the methods and sas 
training field, he served the company in a sales capacity fv: 
nine years in Cleveland, New York and Washington. 

Additional information is available from Mr. Ross at § 
East 42nd St., New York. 
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. A good show keeps running when delighted audiences 
fi ros recommend it to their friends. CESCO MODERN 
applyin: LOOSE-LEAF EQUIPMENT has been holding old ' 
sae customers and gaining new ones for nearly 50 years! 4 
Dacity for r 
es in Cesco is originally designed for efficiency and economy. 
Modern research keeps Cesco abreast and ahead of re- ; 
quirements. Cesco manufacture is good. Cesco service Ss 
We 
is dependable. | * 
The Cesco line includes the standard loose-leaf num- ' 
bers, besides many items not available elsewhere. The 
Cesco Visible Record Equipment is unequalled for con- 
sumer appeal 


Ask for the current Cesco catalog. 


THE C. E. SHEPPARD COMPANY 


4409 21st St., Long Island City 1, N. Y. 


| 
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we Use 


Dannioon Goods 


IN OUR OFFICE am 


e- 


Y/, "= Tabs, Air Mail Labels in con- 

@ Y venient pac’ ages, Address Labels, 

and Gummed Reinforcements are 

just a few of the many Dennison 

products for which we have a daily 

need. I don’t see how any modern 

office can afford to be without these 
Dennison handy helpers.”’ 


No matter what your business may be, you can 
run it more smoothly, more efficiently, and more 
economically by using Dennison Goods. Dennison 
has a complete line of tags, labels, seals, mending 
tape and many other paper specialties designed to 
help you save time and avoid mistakes in office 
procedure. Dennison Goods are on sale at leading 
stationery counters everywhere. 


Essential Stationery Supplies for HOME, SCHOOL & OFFICE 
OFFICE MANAGEMENT 


Announces Expansion of Production 

Tracy Van Buren, president of the Sturgis Posture gq 
Co., of Sturgis, Mich., has announced the establishmegj 
a new posture chair plant located in the Stark Indugs 


Tracy Van Buren 


Park Area, Charleston, S. C. The plant consists of eg 
buildings occupying a five-acre tract. The new plant is fi 
first of its type of industry to locate in the South. 

Manufacturing equipment has been speeded to the pe 
plant and has been installed under the supervision of gq 
eral key people from the plant at Sturgis. Initial producti 
is about to begin and for the present will be limited to 
two new models, the No. 920 Sprylite and the No. 
Springmaster. 

Sturgis officials estimate that about 60 percent of the 
market can be shipped from Charleston at lower costs tha 
from Sturgis. 

a | 
A Marked Increase 

Expanded production and sales of checks and allief 
disbursement supplies this year were predicted recently 
George L. Todd, president of the Todd Co., Rochester, N. ¥, 
manufacturer of fraud-preventing checks, disbursement aid 
payroll systems and Protectograph check writers and check 
signers. 

Most marked increase, he said, will probably come in th 
field of check printing, the largest single phase of the com 
pany’s business. Basing his conclusions upon the fact tha 
check usage is constantly increasing throughout the Unitel 
States, he noted that the best estimates available indicat 
that the total number of checks written per year in i 
nation rose from approximately five billion in 1965 to roughly 
ten billion last year. 


Appointed Design Counselor 

Dave Chapman, Chicago product and display designer, 
has been appointed design counselor to the Parker Pen 
Janesville, Wis., according to Ivan D. Tefft, patent counsel, 
and head of the company’s research division. Mr. Chapmas 
will act as consultant to Parker on product, gift box, display 
case, and advertising display design. 


Moves General Offices 

The Automatic Pencil Sharpener Co., division @ 
Spengler-Loomis Mfg. Co., has announced the transfer @ 
its general offices from Chicago to 1801 Eighteenth Avg 
Rockford, Ill. The move to Rockford was made primatilj 
to expedite service to customers since it puts executive, g& 
eral sales, and accounting offices in the same city a # 
largest plant. The company also announced a new pricilf 
policy with the placement of Apsco pencil sharpeners under 
retail Fair Trade Contracts in all states having Fair ‘Trade 
Laws in effect. 

In addition to the Rockford plant, the company also op 
ates plants in Los Angeles and Toronto for production d 
Apsco Dexter, Giant, Premier, and other sharpeners. h 
also maintains divisional sales offices in New York Ci 
Chicago, and Los Angeles. 
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QUALITY PARK 


EXTRA HEAVY MAILING ENVELOPES.... 
The finest mailing envelopes you can sell. 
Made from 90 and 120 lb. No. 1 Kraft, with 
double gummed flaps and wide seams. 
Available in seven sizes. 


AIRWAY EXPRESS 


The safe transit envelope with 
double top and bottom, wide 
flaps, super gummed. Avail- 
able in five sizes from 41% x 
9% to 6 x 12. Recommend 
Airway Express and you re- 
commend the best. 


General Office and Factory, Quality Park, St. Paul 4, Minnesota 
Chicago Office and Warehouse, 564 W. Monroe St., Chicago 6, Illinois 


MAILING ENVELOPES 


QUAKITY PARK mYVELODE GO)” (Qealiy a 
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by ‘Taylor 


New Taylor Executive Foam Rubber Comfortable-Posture Chair provides 
Comfort in both Working and Relaxed Positions. Unusual in its pivotal 
hinged-posture back that follows and supports the body in restful 
comfort regardless of position, this new Taylor Senior Executive Model 
provides luxurious seating. Deep molded foam rubber cushioning for 
softness, and proper supporting springs for depth of comfort. Back 
is broad and attractive. Seat is thick and wide. Five adjustable 
features. Genuine Walnut frame covering is full top grain leather or 
with DuPont Plastic Cavalon or Gros Point Fabric optional. 


The Taylor line is complete. 


Full line of other Taylor Comfortable-Posture Chairs for every office 
duty. Other lines in full range of models and pricing in All Wood 
Bank of England and Commercial Flat Back. Also Turned Leg and 
Modern Chairs. Upholstered Models. Special finishes to 
match any new desk colors, wood or steel. 


| 3 


COMFORTABLE CHAIRS 


The Taylor Chair Company 
Bedford, Ohio 


Please send to me, illustrated folder of Taylor Comfortable 


Chairs, prices and where I may obtain. 


Address 
City .. 
By 


State 


Bafa aa ancy , Position 
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No. 
1-4] 
2-42 
3-43 


No, 
9-200 

10-300 

10-350 


We are Exclusive Distributors 


To the Stationery and Office Equipment Trade 


Fiberok F ‘bre Cans— 


All Styles and Sizes 
Available 
For Prompt Shipment 


Baskets and Receptacles 


a 


Specially Hardened Fibre—Metal Rim and Bottom 


Popular Trio 


Home 
Height Top 
| _ 1 0" 


15" * ad 
16" 14" 


Straight Sides 


Height Top 
20" iz” 
30" 12" 
30" 14" 


For Office, School or 


Bottom 
e 
| 0" 
1 


All-Purpose Cans 


Bottom 
12" 
12" 
14" 


All Numbers in Brown or Green 


HEAVY DUTY UTILITY CANS 
(Tapered and Straight-Sided) 


Tapered Utility Cans 


No. Height 

115-16T 21" 
Heavy Duty Utility Cans 
(Straight—Without Casters) 


No. Size 

110-16 16" x 30" 
110-18 18" x 30" 
110-20 20" x 30" 
110-16-6 16" x 36" 
110-18-6 iS” « 3" 
110-20-6 20" x 36" 


Write for Full Information and Price List. 


Top 
| 6" 


Bottom 


Utility Wheel Cans 


(Straight—With Casters) 
Size 


No. 
150-16 
150-18 
150-20 
150-16-6 
150-18-6 
150-20-6 


16" 
18" 
20" 
16" 
18" 
20" 


14" 


x 30" 
x 30" 
x 30" 
x 36" 
x 36" 
x 36" 


Office Equipment Distributors and Wholesale Stationers 


218 Greenwich St. 


New York 8, N. Y. 


BAINBRIDGE, KIMPTON & HAUPT, INC. 


Ts 


February, 


1948 
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Roy 


if it's WRITE- 
I i's RIGHT! 


WRITE long-lasting carbon papers are guaran- 
teed to give more copies and cleaner carbons 
... $ave time and lessen the wear on your 
office staff. 


WRITE long-wearing tyewriter ribbons turn out 
the clean, crisp letters that are your introduc- 
tion to prospective customers . . . make the 
desired impression. 


WRITE Carbon Papers and Typewriter Ribbons 

are the products of long years of experience 

and technical skill . . . assure outstanding per- 
oo formance and unexcelled results. 


For superior results—use a superior product. 


WRITE Carbon Paper 
and 
Typewriter Ribbons 


Ask your dealer, or write us today for FREE 
samples and attractive prices. 


INCORPORATED 


|... FACTORY: Bridgeport, Conn. 
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Elected Vice-Presidents 

Edward F. Dooley of the eastern division, and Georg 
Cormack, of the western division have been elected vic. 
presidents of Wilson Jones Co. 


Mr. Dooley’s entire business career has been spent ; § 


the stationery industry. After eight years in the retail fie 
he joined the Wilson Jones sales staff in New York City q 


Edward F. Dooley George Cormack 


local representative. For the past eleven years he has bee 
manager of the metropolitan New York branch of the com. 
pany. 

Mr. Cormack, after five years in the retail field, joined the 
Wilson Jones Co. He was for many years sales manage 
of the Chicago metropolitan area and for the past two years 
has been western division sales manager. 


Touch Typing in a Day 

The Electronic Corp. of America, 353 West 48th St, 
New York, recently introduced a new system of learning how 
to touch type, called the Tuch-Rite system. Philip Sidney 
Gross, a school teacher, invented it. The system consists 
of an album of two records of oral instructions narrated by 
Mr. Gross, and a patented keyboard device, which is a 
replica of the front of the typical typewriter. The album 
retails for $9.95. 


Sixty-Year Customer 

On the assumption that a sixty-year customer is a satis- 
fied one, the Chemical Bank & Trust Co., New York, r- 
cently gave a dinner for executives of the Mosler Safe Co, 
which has maintained an account with the bank since 1881. 


N. Boxter Jackson, chairman of the bank’s board of d- | 


rectors, presided. Other bank officials present included 
Harold Helm, president, Robert Scott, vice-president, and 
Frank Houston, former chairman of the board. The Mosler 
Safe Co. was represented by Edwin H. Mosler, president, 
Edwin H. Mosler, Jr., treasurer, and John Mosler, assistant 
secretary. The latter two officers are the fourth generation 
of the family which has been in active control of the %- 
year-old business. The company opened a New York office 
eighty-five years ago and still maintains headquarters there. 
The company factories are located at Hamilton, Ohio. 


Lighting Equipment Catalog 
The F. W. Wakefield Brass Co., Vermilion, Ohio, has just 
issued its newest catalogue showing fluorescent and incan- 


descent lighting equipment for offices, drafting rooms, — 


schools, and stores. All equipment is designed with maxi- 
mum shielding to prevent glare. New items included in the 
catalogue were luminous indirect equipment utilizing Slim- 
line lamps, the improved Grenadier and the Grenadier JV, 
as well as spotlight equipment for accenting in merchandise 
areas. Photometric data and layout information are give 
in complete form. 
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when the Gibson / Girls young, a nickel was worth a loaf of bread — | a big 


ice-cream soda ~~? , or a beaming smile from a hatcheck girl 


IN 1948, when secretaries again dress like Gibson Girls, a nickel will buy only two small rolls SE ‘ 


Eagle Mirapo pencil...the top quality 7 


a . It would also buy an 


pencil of that day. 


a mere dab of ice-cream iw , or a waiter’s contempt 3 . But when you lay it on the line 
&¢ 


for an Eagle Mrrapo, its value is bigger than ever. The Aan price is still 5¢, but 42 years of 


added research in the Eagle laboratories have made it so smooth it speeds your hand, so 


ms, . 
| maxi- 
in the | EAGLE 
x Slim- § 


*® U.S. Pat. of. 
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strong you'll never break a point, so durable it saves you money. 


So plunk down your nickel for real writing pleasure 


(SUPER BONDED) 


EAGLE PENCIL COMPANY o 703 E. 13th St., New York 9, N. Y. 
Eagle Pencil Company of Canada, Ltd., Toronto 
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Ciuiatdc MIRADO 


FOR A FREE SAMPLE, 
write on vour busi- 
ness letterhead, 
naming your dealer 
and the grade you 
want. 
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Census of Manufactures 

The Bureau of the Census, Department of Commerce, 
is currently taking a census of manufactures, the first since 
the war began. This census is most important, for the war 
years have seen many changes in the manufacturing field. 
This current census has been desired by business groups for 
some time, and manufacturers receiving the forms are urged 
to fill them as soon as they possibly can, so that the overall 
industrial picture of the country can be drawn. 


A New Division 

H. C. Davis, vice-president in charge of sales of the 
McBee Co., has announced the establishment of a new di- 
vision with headquarters in Indianapolis. Robert N. Edgett, 
formerly district manager of Indianapolis, has been named 
to head the new division. It will cover all of Indiana, Ken- 
tucky and the central and southern parts of Ohio. 


Mr. Edgett joined McBee’s sales force in 1938. McBee 
maintains offices in all the principal cities of the new di- 
vision. Further expansion will take place under Mr. 
Edgett’s direction. 


The company, which manufactures special accounting 
methods and equipment, has its main plant in Athens, Ohio, 
with others in Los Angeles, St. Louis, New Brunswick, N. J., 
and Montreal. General sales headquarters are in New York 
City. 


TelAutograph Appoints 
Stephen A. Harrington has been appointed branch 
manager of the Cleveland office of TelAutograph Corp., 16 
West 61st St., New York. 
For the past four years Mr. Harrington was with Diebold, 
Inc., and before that was associated with Cleveland Diesel 
Engine, Division of General Motors. 


Stock Split-Up 

At a special meeting recently, stockholders of Inte. 
national Business Machines Corp., 590 Madison Ave,, Ne 
York, approved a split-up of the company’s capital sig 
whereby stockholders of record at the close of business », 
January 23, 1948, will receive three-quarters of an adj. 
tional share of stock for each share then held. Scrip oe. 


tificates will be issued for fractional shares. Certificates f, 
the additional stock will be mailed February 6, 1948, or x 
soon thereafter as practicable. 

Following the stockholders’ meeting, directors of the com. 
pany declared a cash dividend of $1 a share for the fir: 
quarter of 1948, on the shares to be outstanding on Febn. 
ary 19, 1948, which will include the additional shares p. 
sulting from the stock split-up. The dividend is payabi 
March 10, 1948, to stockholders of record February 19, 194 

The new annual dividend rate of $4 per share on to 
stock after the split-up will be equal to an increase of $ 


per share, or 16 2/3 percent, on the stock before the split-y | 


Old Town News 

The Old Town Ribbon & Carbon Co., Inc., 750 Pacify 
St., Brooklyn, N. Y., has announced that a new guide book 
for users of carbons, ribbons and duplicating supplies is noy 
being distributed by the company. Called “The Old Tow 
Counsellor,” its forty pages are lavishly illustrated and give 
a view of the whole field of duplicating supplies, from auto- 
graphic register rolls to woven edge ribbons. 


The book traces the development of various duplicating 


processes, tells how to obtain best results from each ani 
points out the features to look for in purchasing supplies 
It reviews available types of carbon papers, duplicator fluids 
and papers, inked and carbon ribbons, master units, ani 
related subjects. 


== a 


No. 900 SUEDE Circular — the 
typists’ favorite soft gray era 
_ No. 9000 SUEDE WHISK — the Suede 
eraser with new style brush. — & 


No. 120 SUEDE —all purpose 
for ink and “stubborn” pencil Rae a 
bias beveled for details; broad ball 


surfaces for cleaning. 


WELDON ROBERTS RUBBER COMPANY 
Newark 7, New Jersey 


WORLD'S QUALITY STANDARD 
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ACCO originated this type of fastener and as pionecrs 
maintain the highest quality in its material and ser- 
viceability. 


A service period of ten years is com- 
mon for ACCOBIND Folders. Their 
genuine pressboard, hard fibre and 
smooth finish, with high grade cloth 
binding, assures this long filing satis- 
faction. 


ACCOBIND Folders fit in with ex- 
isting filing systems to give security 
to the more important records of 
the file. 


« oo 

(LARE PORT. NE GOLD MINES Laerep 
merenee tere merece 

—- 


ACCOPRESS Binders bound with 
ACCO Fasteners matching looseleaf 
centers from 234” to 814”, provide 
for 1,000 to 2,000 sheets per binder. 


<|| for Security Filing 


st sett ACCO 


At the Desk and in the Files 


ACCO-binding assures convenience and 
security for business papers. 


ACCO FASTENERS ... 


the original fasteners of soft pliable steel 
that enable file papers to be bound together 
securely—for temporary or permanent 
service. 


ACCOBIND FOLDERS ... 


made of genuine pressboard in five distinct 
colors, are the acme of filing service in the 
security, the convenience, and the long 
service period they provide. 


ACCOPRESS BINDERS ... 


inexpensive two-piece covers of fine press- 
board for the binding of all classes of office 
records. Especially economical in large 
sizes—(which go up to 36” x 40”.) 


Check ACCO Catalog No. 147 


ACCO 


PRODUCTS, INC. 
Ogdensburg, New York 


ry: 1 
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NATIONAL PENCIL COMPANY 


BJ 220 FIFTH AVE. - NEW YORK N Y 


INCREASE 
YOUR OFFICE 
EFFICIENCY 
BY USING 
NATIONAL 
* 
NATIONAL GIVES 
REAL SERVICE AND 
COOPERATION 


We Shall 
Be Pleased 
to Quote 
You 


e SHELBYVILLE TENN 


Small But Valuable 


Over 150 transcription supervisors attended the thi, 
annual Little Business Show sponsored by the Transcript, 
Supervisors Association of New York at the George Was, 
ington Hotel, New York, on January 12th. The prodyp. 
shown were those considered to be of most interest to men. 
bers of the association. 


Forty manufacturers exhibited in attractive booths set », 
in the hotel’s Colonial Room. T.S.A. members crowded the 
association, presided. 


HECcTOGRAYY 
DUPLICATION 


AT THE SHOW. Mrs. Marie Artale Marcelli, Prudential Insurance: 
Co., T.S.A. member; Mrs. Katharine Birch Robertson, also of Pr- 
dential, and a member of the Products Committee; Mrs. Mae C 
Turbush, Fireman's Fund Indemnity Company, president of TSA: 
Mrs. Anita E. Busch, Prudential Insurance Co., recording secretary 
of T.S.A., and Mr. Haan, of William H. Coleman Associates, 


The manufacturers represented at the Little Busines 
Show and the products they exhibited were the Commercial 
Controls Corp., Flexowriter; Copy-Craft, Inc., carbon paper 
and stencils; Systems Service Department, Jonathan Conrow 
Inc., Soundscriber; William H. Coleman & Associates, Amer- 
ican Business Machines Corp.’s spirit process duplicating 
machine, and Panama carbon paper; A. B. Dick Co., Mime- 
graph duplicator and stencils, and Mimeoscope; Ditto, Inc. 
gelatin and spirit process duplicators; Dictaphone Corp.,, dic- 
tating and transcribing models; Duplicator Supplies Div. 
Remington Rand, Inc., direct image photo offset plate, and 
plastic stencils; Thomas A. Edison, Inc., dictating and trar- 
scribing models, and Master Shaver. 


Also exhibiting were the Gray Mfg. Co., dictating equip- 
ment; Interchemical Corp., Ault & Wiborg Carbon & Ribbon 
Div., manifold carbon paper sets; International Business Me- 
chines Corp., electromatic typewriter, and Hektowriter; Kee- 
Lox Mfg. Co., carbon paper; Lipman’s, Inc., distributors for 


Speed-O-Print duplicator, Flexo Light, Aquadex Moistenet. | 


Hotchkiss Stapler, Metalstand, Mutual Centamatic Multiple 
Punch, Permanote, Saf-T-Spindle, Tel-Eze bases, Pendalflex 
Wheeldex, Fandex, and Tabinserts; Koller & Smith, Inc 
distributors of Niagara duplicating machines; Photographic 
Records Div., Remington Rand, Inc., photo copying equi 
ment; Mailers Service & Equipment Co., Edison Margi 
Justifier; S. J. O’Brien Sales Corp., distributors of Peir 
Wire Recorder; Royal Typewriter Co., Inc., typewriters, of 
set typewriter, carbon paper; Thomas Mechanical Collato: 
a model of the collator; Underwood Corp., a!!-electric type 
writer, and standard typewriter; Zephyr American Co? 
plastic board holder for steno notebooks. 


The committee in charge of the show meeting include? 
Mrs. Eunice S. Fallon, Royal Typewriter Co., New Yo 
Miss Mary D. Swift, Consultant—Dictation & Transcript” 
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1125 filing drawers 
with PENDAFLEX in 
every drawer 


“LOOK-UP TIME CUT IN HALF 
BY PENDAFLEX!” says National Credit Office 


It takes half the time, now that they have installed 
Pendaflex, for National Credit to look up informa- 
tion on 60,000 concerns. Yes, filing time has been 
cut in half — and misfiling is virtually eliminated! 
So efficient is their Pendaflex filing system, that 6 
phone clerks actually relay information while the 
customer waits! 


Your office, too, can cut filing time in 
half and eliminate misfiling with 
Pendaflex — whether in one drawer or 
hundreds! Y our dealer will install one 
trial drawer of Pendaflex hanging 
folders on a" guaranteed to perform” 
basis, or money back! Call him today, 
or send coupon for full details! 


hanging folders 


*Trade Mark Reg. U.S. Pat. Off. 


Oxford Pendaflex’ 


OXFORD FILING SUPPLY CO. 7 
| Morgan Avenue, Brooklyn 6, N. Y. | 
1 Please send your catalog on Pendaflex 1 
: Filing, and name of nearby dealer. 
| Ee ee ee St Ee Ee TE eR TE | 
i Nii os jsp eldest taasemc ions ] 
1 I cis ssstesineniineseniieiausicauniasiceenesinnipnaiiivetivcaniseiiin : 
[ Inve Leeceantastopennetssrensnescannieanneenscsninneatieanineeieinerenadyeniomste 
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No new cabinets: sim- 
ple frame fits in your 
letter or legal filing 
drawers; folders hang 
on frame! 
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J 
1B) RAND NEW « 
START for your 


employees’ wraps. 

Start the new 
year in your office with shining 
chrome costumers—Ard designed 
master office costumers provide 
ample room without crowding 
coats or mashing hats. Get your 
employees’ wraps off to a right 
start in the morning. The shin- 
ing chrome splendor of Ard cos- 
tumers match other office acces- 
sories in our line. Write today 
for brochure. 

WALL COAT AND HAT RACK 


siicicinnaanniinniepiaiatinein 


‘ 


No. 42C 
REVOLVING 8-HOOK PEDESTAL COSTUMER NO. 14CB 


Overall length of No. 42C is 42”. Three 1” horizontal 
bars hold hats; the fourth bar, spaced 10” from wall, 
holds more than 20 hangers. Rack fastens to wall 
at top and bottom. Available in 6’ length. No. 14CB 
has 12” dia. wheel with 8 triple-bend hooks; 15%” 
chrome column, 25-lb. black crackle base joined with 
fitted neck. 


be MFG. 29 Vine Street 
Box 442 
A CoO. INC. Evansville 8, Ind. 


SS Tans ETOP 


ALSO HANDLES ROLLS 
AND PACKAGES 


COMPLETELY 
apusTaBLE YA 


EASY- READING 
MECHANISM ; ! 
ENCLOSED | 
CANTILEVER WEIGHS UP 
SPRING FOR 101202. | 
ACCURACY AND 


DURABILITY 1% 


DOMESTIC 
RATES ALL 
CLASSES 


All-Metal Postal Scale 


In Stock and Ready to Ship 


aa e FOR HOME and OFFICE e 
Popular Price RETAILS AT 


Liberal Profit s] 30 


Individually Boxed 


aig pyran 
cae Meme 


$48-1 


OFFICE MANAGEMENT 


Methods, New York; Miss Juliet Linder, General Food Salg 


Co., Inc., New York; Miss Madeline C. Gorman of Caly 


Chemical Division, American Cyanamid Company, Bounj 
Brook, N. J.; Mrs. Katharine Robertson of the Prudential Jp. 
surance Company, Newark; Miss Edith Stanley of Josep) 


Dixon Crucible Co., Jersey City; Miss Anna Rathjen y 


Cornell & Underhill, Inc., Hoboken; and the chairman, Mis 
Marie E. Jordan of the Flintkote Company, East Rutherford 
N. J. 


Royal Vice-President Honored 


Charles B. Cook, vice-president and factory manage | 
of the Royal Typewriter Co., has been chosen for the 1947 7 
Citizens’ award of the Hartford Post, Jewish war veteran: 7 
Prominent Hartford citizens attended the presentation © 


dinner when Mr. Cook was given a bronze plaque em. 


blematic of the award. This award, the sixth to be giver ‘ 
by the post, is presented each year to the Hartford map ll 
“whose life and deeds exemplify the unifying principles of 


American interfaith relationship.” 


Burroughs Appointments 
Promotion of two men to newly created positions of direc. 


tor of sales promotion and director of market research in i 


the Burroughs Adding Machine Co., Detroit, Ray R. Eppert, 
vice-president in charge of marketing, has announced. 


E. G. Welch, formerly supervisor of the bank division o 4 


the marketing department, will be in charge of all sales p- 
motion, and H. F. Waite, who has handled special assign- 
ments in the comptroller’s department at Burroughs since 
1928, will head the market research department. Mr. Welch 
who joined the Burroughs organization in 1936, will coordi- 
nate all the activities of the Company’s sales promotion and 


| methods divisions. As director of market research, Mr, 


Waite will supervise the study of market conditions, assist 
in the coordination of production control, and compile data 
for the development of new products to meet business needs 


Establishes Business Education Department 

The McGraw-Hill Book Co., publisher of business and 
technical books, has appointed Robert E. Slaughter as head 
of the newly-created McGraw-Hill department of busines 
education. Organization of the new McGraw-Hill depart 
ment is the outgrowth of the company’s preliminary pub- 
lishing activities in the field of business education over the 
past several years, first under the consulting editorship of 
Dr. Frederick G. Nichols, Professor Emeritus of Harvard 
University, and more recently under the full-time editor 
ship of Dr. McKee Fisk, who assumes his new duties as head 
of the Department of Commerce at Fresno State College, 


ae 


AE OEE OP 


Fresno, California, with the' second semester of the current § 


school year. 
The program has been and will continue to be carried 


on under the able direction of Edward E. Booher, vice | 


president of the company. A full program of textbooks, 
supplementary materials and teachers’ aids is to be made 
available as soon as possible for business teachers in secol- 
dary schools, business schools, technical institutes, and cdl 
legiate institutions. 

Mr. Slaughter was formerly on the staff of the Gregg 
Publishing Co., as assistant manager of the New York office. 
He remained in that position until 1944 when he took @ 
leave of absence to serve as assistant to the chief of the 
business and sales training division of the Veterans’ Admin- 
istration, Washington, D. C. He returned to the Greg 
company the following year in the capacity of advertising 
manager, the position he held until his appointment as h 
of the McGraw-Hill department of business education. 
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Auutocopy 
TYPE AND PLATEN CLEANER 


Every user of a Gelatin Duplicating Machine 
will find good use for Autocopy Type and 
Platen Cleaner. Used regularly it keeps type 
clean and the platens of the typewriter and 
duplicator free from stain and help them to 
retain the normal conditions of a new platen. 


AUTOCOPY, INC. 


462 W. Superior St. 
Chicago 10, Ill. 


18 W. 18th St. 
New York, New York 


yo presents... 


Fulton 
DATERS ¢ NUMBERERS 


Service 


DATERS © NUMBERERS 


Your dater business should be our business! Do 
you realize how well made and how complete 
is our line of Daters, Numbers, Stamp Pads and 
Office Printing Outfits . . . a traditional favorite 
in the industry! 


Write for Catalogue 


Fulton SPECIALTY CO. 


FACTORY AND SHOWROOM 
82 Fulton Street Elizabeth |, N. J. 


STEP UP SALES WITH GRAFFCO SIGNALS 


SIGNALS and MAPTACK 


GEORGE 8. GRATF CO., CAMBRIDGE 40, MASS. 


~ 


Werltli neil 


ACE BUILDS THE... 


Ace has always built but one kind of stapling equipment . . 
the best. Users, the world over, are well aware of this fact. 
Every machine and every staple is produced with a degree 
of skill and watch-like precision unapproached in the 
stapling industry. This fine workmanship, plus the best 
materials obtainable, give to Ace Staplers those smooth, 
efficient reliable operating qualities so greatly appreciated 
by all who use them. 


ACE SCOUT 


A durable, long- 
wig life stapler. 
Staples, pins and 
tacks. Guaranteed 
for five years. 


ACE CLIPPER 


ACELINER One of ACE’S finest 
Most beautiful and effi- models, Light weight, 


cient stapler ever built. 
It staples, pins, tacks 
and hand fastens. 


WORLDS 
¥\ 


easy action. Precision 
engineered from finest 
steel. 


NEST B —eaphn, are 


ACE FASTENER CORPORATION + 3415 NORTH ASHLAND AVENUE + CHICAGO 13 
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New Publications 


— 
a 


FUNCTIONS OF THE CORPORATE INSURANCE Execyy 
¥ : The increasing importance of insurance to business anj 
oe) es ae , complications of insurance administration have brought ; 
" Customers will pei: : aes a new type of executive, the specialist in insurang 
2 Peal Your Selecting rlton-Surrey ue. 4 all its forms. This fact was revealed by a survey of: 
—— ; ‘Custom-Built Chair and Desks - yee representative companies covering 43 basic industries in 
a f sd Their Individu Ss. United States and Canada. Conducted by the Policyholi% 
a: a Service Bureau of the Metropolitan Life Insurance Co, «/ 
survey was designed to furnish executives of Metropo! 7 
Group-insured companies with a comprehensive pictur: ' 
insurance administration. 


Findings of the survey have now been published in 
form of a report “Functions of the Corporate Insur; 
Executive,’ which is the latest in a series of Bureau rep 
on executive functions. 


Among the phases of insurance administration covered 

the report are: delegation of authority; division of insur 

| responsibility; qualifications of the insurance executive; 

| sponsibility and limits of authority; and responsibilities or 

' than insurance. Appendices to the report proper ¢ 
examples of the functions assigned to the insurance exe: 
tive and to insurance department personnel by various cor. | 
panies participating in the survey. ' 


Copies are available to executives who request them 
their business stationery. Address: Policyholders Servi 
Bureau, Metropolitan Life Insurance Co., One Madison Av: 
New York 10. 


rlton-Surre 


my Jaf OrFice UNIONIzaATION: The National Office Manageme 
Eleven Commerce, S.W., Grand Rapids 2, Michigan 


Association is currently releasing to those of its membe 
who request it, its first international survey of office unio 
ization. Prepared from data submitted by 1180 companis | 
employing 287,440 office workers in 212 cities in the Unite! } 
States and Canada, the survey presents information broke: | 

down geographically, by size of company, and by type | 
business. 


a distinguished name to discriminating buyers 


The Survey represents the effort of the association's r- 
search committee, and is released with the approval of it 
collective bargaining committee. It is available to non-men- 
| bers at $1 per copy through association headquarters, 1) | 
| East Chelten Avenue, Philadelphia 44, Pa. 


FINANCIAL HanpBook. Edited by Jules I. Rogen, Pn- 
fessor of Finance, New York University; Editor, The Journ! | 
of Commerce. Third Edition, 1948. 1289 pages. $7.50. Th — 
Ronald Press Co., 15 East 26th St., Publishers, New York. 

To the several well-known handbooks which it has @- 
ready issued for businessmen, the Ronald Press Co ha 
| added this up-to-date, comprehensive revision of the ‘fi- 
nancial Handbook,’ first published in 1925. It is issued a 
a time when finance has assumed a magnitude and temp 
heretofore unknown in history. 

Effort has been made to have the handbook fully adequate 
for the needs of bankers, investors, and financial managers. 
and all who work with them. 


PLASTIC HEADED NAIL 


For home or office use, this patented, 
new, Superior plastic headed nail can be 
driven into tough wood or walls. Avail- 
able in any color—including luminescent. 
Use them for 


%& map or chart marking 

% making indoor or outdoor signs 
* furniture or upholstery 

* picture hanging 

% decoration 


An IntTRODUCTION TO JOB EVALUATION. From a prat- 

tical standpoint, job evaluation can be a positive force i 

better employee relations by providing a logical basic for 

promotions and transfers, as well as by assuring employees 

that their time and talents are not being wasted and that 

they are receiving equal pay for equal work. This is pointed 

| out in the report, “An Introduction to Job Evaluation,” jus 

| published by the Policyholders Service Bureau of the Metro- 
politan Life Insurance Co. 


Superior plastic headed nail colors are permanent. 
They stay bright and don’t chip. Send for 
folder and samples. 


distributed by 


Gray baR 


ELECTRIC COMPANY 
in 97 principal cities 


SUPERIOR MANUFACTURING CO. 


Purpose of this report is to give executives of Metropolitas 


20H MAIN STREET, FITCHBURG, MASS. \ Group-insured companies a simplified explanation of job 
OFFICE MANAGEMENT AND EQUIPMENT February, 1948 
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THE 
HANGING. 
FOLDER 
WITH 
ADJUSTABLE 
METAL TABS 


5 pony the hanging folder which = 
tops them all. Gliding along on the 
steel Guide-O-frames, Guide-O-folders make 
filing and finding quick and sure. The hanger 
strips cannot fall out. The adjustable metal 
tabs permit a versatility every file clerk appre- 
ciates. The Guide-O-frames are adjustable for 
a snug fit in every standard file drawer. ... You 
are missing a good bet if you arent using 
Guide-O-folders. Wire or write for full infor- 
mation today. 


GUIDE SYSTEM & SUPPLY CO. 


335 Canal Street New York 13, N. Y. 


re ‘ lik 

meistene at di tal fe\y Pp 
to-eart ite. 

a 
base — Nickel plated e ge’ 


brass top prevents rust- 


ing — Applies just the ~ ma ‘4 
e ; 


proper amount of mois- 

ture, a 
Ideal for envelopes, postage 

stamps, labels. Use as finger 
moistener for counting bills. 


$2.25 EACH 
LIPTON MANUFACTURING CO., INC. 


52 W. HOUSTON ST. e@ NEW YORK 12, N. Y. 


Manufacturers of Gummed Tape Machines and Moistening Devices 
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COMPLETE LINE OF 


OIL COLOR SETS 


$3.00 TO $18.00 IN ATTRACTIVE WOODEN BOXES 


All sets contain palette of 
colors, brushes, linseed oil, 
turpentine, palette, etc. 


No. Each 
a $3.00 


ORDER FROM YOUR 
STATIONER 
\ y TODAY 


WRITE FOR ILLUSTRATED CATALOG 


NOBEMA Products Corporation 


141 GREENE ST. NEW YORK +2, Wat. 


February, 1948 


Office Workers 
Love the Original 


he 


Plastic Type 


PLASTIC TYPE 
CLEANER 


Because it's the mod— 
ern, efficient, completely 

thorough type cleaner! 

@Easily applied...just a gentle tap 
on the keys and presto...it's clean! 

@Clean...does not stick to hands... 
odorless...will not soil clothing 
(no liquid to splash) 

@Inexpensive to use...longer lasting! 

@Sold by stationers throughout the 
country...used by business firms 
throughout the world! 

@Ask your stationer...or write 


NORTA DISTRIBUTING CO. 


1123 Broadway New York 10, N. Y. 
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The JUNIOR Table 
AN ALL PURPOSE TABLE 


_— IDEAL FOR 
a ee al Drawing - Sketching 


Portable Typewriter 


A strongly built all pur- 
pose table with a fine 
20" x 26” solid Basswood 
drawing top. Made for 
use with a_ standard 
height chair. Base is at- 
tractively finished in 
brown, blending well 
with most color schemes 
in homes and offices. 


COMPLEMENTARY ITEMS 


Plastic T-Squares - Regal, Ideal, Transparent—Straight- 
edges - Mobile, Ideal, and Regal—Drafting Tables - 
Wood Base - Metal Base—Triangles—Triangular Scales 
- Architects or Engineers—Irregular Curves—Protrac- 
tors - 180° and 360°—Parallel Rulers—Erasing Shields— 
Stools—Drafting Benches. 


ENGINEERING MANUFACTURING CO. 


619 NO. COMMERCE ST. SHEBOYGAN, WISCONSIN 


Producers of Time Tested Quality Instruments 


Combined ae 


z 
° 
oe 
* 
. 
oe 
* 
. 


On the job, in many different businesses, 
Bonnar-Vawter engineers have given proof of 
greater efficiency after i ation of B 
Vawter especially devised, Multi-Copy Precision 
forms and systems. Thousands of firms all 
over the nation use the “Bonnar-Vawter Way” 
to keep record making costs low. 


Send for your BONNAR- VAWTER Proposition 


There is no charge...no obligation to We work closely with many firms 
learn how Bonner-Vewter precision and will be glad to tell you how we 
systems and form analysis service will will work with you. 

help serve you. Consultation Free...Write Today 


CLIP THIS COUPON ..’. MAIL IT NOW 


: BONNAR-VAWTER, INC., 1717 East 30th St., Cleveland 14, Ohio QME1 | 
| 

| i Please send us full information on your analysis service. | 
| CO We are interested in the enclosed job at the present time. | 


i] IE is es Pat acta chee odained tbe Aictmaaecmied ednncaciie Sn iccdiancennciandel | 

NEE A BB OEE Pe OD ae ae Ee NTL EON | 

ER Siininnrnd svn hcneednged Snanueg shaesehiensnnnaneesebnenaenomte 

l ee n ZONE ee | 

| BONNAR- VAWTER business forms are continuous or cut in single sets, | 
with or without one-time carbon, for use in all busi writing 


evaluation from the practical standpoint of the problems 
faced by management. It points out the reasoning procesge; 
on which job evaluation is based, requirements for a suc. 
cessful program, the steps involved, and the pitfalls com. 
monly encountered. Although evaluation methods ar 
briefly described, the report is not intended as a detailed 
description of specific techniques. 

Among the subjects covered are: background of job eval. 
uation, methods of job evaluation, basic thinking processes 
organizing for job evaluation, steps in job evaluation, pit. 
falls, job evaluation in the small company, and informing 
employees on job evaluation. 


Copies are available to executives who request them on ‘ 


their business stationery. Address: Policyholders Service 
Bureau, Metropolitan Life Insurance Co., 1 Madison Ave, 
New York. 


THe HanpBooK Or ACCOUNTING METHODs brings together 
in one handy reference manual the accounting methods used 
in 71 typical businesses and industries. It gives for each busi- 
ness the latest tax information, showing in detail the effect of 
federal tax and regulatory legislation upon the work of the 
accountant. 

J. K. Lasser, a Certified Public Accountant, and author of 
“Your Income Tax,” is the editor. He has been assisted by 
many well-known accountants. Price $10. Publishers, D. Van 
Nostrand Co., Inc., 250 Fourth Ave., New York 3. 


Vice-Admiral Hussey Administrative Head 

Vice-Admiral George F. Hussey, Jr., USN (Ret.), war- 
time chief of the Navy’s Bureau of Ordnance, has joined 
the staff of the American Standards Association as admin- 
istrative head of that organization. In this capacity he 
continues to serve the nation by directing the cooperative 
efforts of industry, consumers, and government in the vital 
problem of standardization. Cyril Ainsworth, who for a 
number of years has been in charge of the technical activ- 
ities of the ASA, will serve with Vice-Admiral Hussey as 
director of operations of the ASA staff. 


Merge 

The Commercial Controls Corp., and the Justowriter 
Corp., have merged into a single corporation operating under 
the name Commercial Controls Corp. The firm is continuing 
both its Culver Road and Leighton Ave. plants with execu- 
tive offices located at 640 Culver Road, Rochester, N. Y. 


In announcing the change, Chas. R. Ogsbury, president, 
said the merger was in the interests of simplification. Fu- 
ture activities of the former Justowriter Corp. are carried 
on by the Justowriter Division of Commercial Controls. 
Company policies remain the same and continue to be ad- 
ministered by the same officers. 

Elected officers are T. C. Campbell, chairman of the board 
of directors; Mr. Ogsbury, president; R. S. Elliot, Jr., vice- 
president and secretary; W. Franklyn Best and L. Scott 
Cass, vice-presidents; and Wilfred M. Kearns, treasurer. 


In addition to his responsibilities as vice-president, Mr. 
Cass has been appointed general sales manager. He will 
administer all sales, service, research, and development ac- 
tivities of the USPM, Ticketograph, Endorsograph, and 
Justowriter divisions. 


Two additional new appointments are those of Frederick 
W. Mahaney and Herbert Sweemer as assistant comptrollers. 
Other appointed officers are James A. Trainor, comptroller; 
Wilfrid M. Kearns, Karl P. Anderson, and Wilbur E. Eckert, 
assistant secretaries, and Lawrence P. Carron, assistant 
treasurer. 

The Commercial Controls Board of Directors consists of 
Mr. Campbell, chairman; Mr. Obsbury; David M. Milton; 
J. Wallace Ely; A. Richard Todd, and Webster B. Todd. 
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INDUSTRIES 
AnD 
BUSINESS 


ARMA GEM Clips) PFFICES, «pag NO-SLIP CLIPS 
ARMA SNAGPROOF 


z= CCp_) = 


ALL STANDARD GAUGES AND LENGTHS. EACH LENGTH 
PERFECTLY STRAIGHT WITH SMOOTH, EVENLY-CUT ENDS. 
1000 WIRES TO BUNDLE. GUARANTEED COUNT. ALSO 
Cut TO SPECIAL LENGTHS. HIGHEST QUALITY WIRE. 


Consult your jobber—or write to us. | 


PITTSBURGH CUT WIRE CO. 


Pittsburgh (12) Pa. 


Curted Ene 
pve 


1112-20 Galveston Ave. 


Sud on the pick-up 
[. = on the job 


Corll to prevent 


paper abrasion 


only the genuine 
bears the trademark 
SE 


is the registered trademark of | 


February, 1948 


IN FINE LEATHER 
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The Fastest- Selling 


* Fountain Pen* 


in stationery 
stores is the 


Esterbrook 


with the right 
point for the 


way you write 


TO SELECT OR 
RENEW HERE’S 
ALL YOU DO 


Gsterbrook 


FOUNTAIN PEN 


*Survey ma 
National y how neg Inc. 
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balance your profits 

feature UREIKNAY 

= special occasion 
sealn 


Eureka Special Occasion Seals round out your sales 
volume throughout the year. Smart, colorful 
Book-Pak assortments help you cash in on heavy 
profits on your impulse traffic. Display prominently 
for fast, wrap-up sales. Order today through your 
supplier. If jobber can’t supply your demands, write 
us direct giving his name. 


NO. 116 E-2 
ANNIVERSARY 3 
SEALS 


NO. 117 
BIRTHDAY 
SEALS 


EUREKA SPECIALTY PRINTING COMPANY 
STATIONERY DIVISION DEPT’ Ome 
Scranton. Pennsylvania 


Seeing is believing...Heyer Stencils 
consistently run thousands of clear, sharp 
copies. Easily clecined and filed for re- 
runs. Try Heyer Stencils next time and 
you, too, will believe in Heyer* Quality. 


1848 South Kostner Avenue Chicago, U. S. A. 
100 


WANT-AD OPPORTUNITIES {] 


Rates are 10c a word. Minimum charge $2.00. Payabk © 
in advance. Address replies to all Box Number ads ¢), | ST 


OFFICE MANAGEMENT & EQUIPMENT, 260 Fifth A. | 


—— 


FOR SALE OR TO BUY 


WANTED TO BUY: Do you have a used Hooven or Auto-Typist ayy Be 
matie typewriter gathering dust’ OM-17. P 


a 


FOR SALE—in the south, First Class Stationery, Office Machine » “ 
Printing Business. Top franchises including Underwood sales agen 
Established twelve years in town of 15,000 with excellent trade ary 
Doing handsome volume, consistent money maker and has grand opm 
tunity for future. Beautiful store, clean stock with long lease at reagoy 
ible rent. Wuiil require $55.000 to handle. OM-S60, FYI 


es 


FOR SALE—Oflice Supplies. Equipment & Office Machine Busines 
Leading Typewriter and Adder Franchise. Large complete stock, Bes 
location. Modern store. Good lease with low rent. Best business tow 
on West Coast Florida. Excellent opportunity for Live Wire. OM-86§1 


WANTED—Typewriters. Adding Machines, Caleulators from dealers gy 9 
jobbers. TYPEWRITER PARTS COMPANY. 407 East Travis St., Sa 9 
Antonio, Texas. 


FOR RESULTS— 
Use the Want-Ad-Opportunities columns to fill your business 
needs, 
Rates are 10¢ a word. minimum charge $2.00. 
Send your order now to 


OFFICE MANAGEMENT AND EQUIPMENT 
260 Fifth Avenue New York 1. N. Y. 


Many Styles — Wood or Sted’ 


Also non-folding chairs, tablet 

armchairs, folding tables. 

PROMPT SHIPMENT 
FROM STOCK 


Specify Requirements 
When Inquiring 


ADIRONDACK 
CHAIR (0. 


Dept. 1 
1140 Broadway 
New York 1, N. Y. — \ 


= FOR LONG WEAR 


GOOD LOOKS 


Masos All Steel 
"BARGAIN" 
WASTEBASKET 


You have your choice of three 
neat, decorative, attractive lit- 
hographed finishes; grained 
walnut, office green or gray. 
Top diam. 14”, bottom 1, 
height 14”. Fire resistant; real | 


— 


sturdy construction, economic 

ally priced. 

FOR top qual- Order From Your Stationer Todey 

tables” and MASO STEEL PRODUCTS 

stands always 

specify Maso. 500-32 South Throop St. Chicago 7, Hlinels 
— 
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TE) AT LAST! A PRACTICAL WAY TO 
| > STORE TIME CARD 


—and both State and Fed- 
eral regulations say you 
must keep them. Fyl-A- 
Kard fits into a 12”x24” 


— 
file drawer, or can be used 
as active open file for time 
cards, job tickets, repair 

= orders, etc. Price: $7.75 
and $8.15. Write today 

me: for specifications. 

hine q 

ade ata Portable — Removable — Permanent — Adjustable 


coe Fl All-Steel Construction 


ina | FYL-A-KARD MFG. co., 1327 W. Girard Ave., Phila., 23, Pa. 


Busines 


Kk. Bes 
ess tow 
OM.-86] 
ealers op 
St. Su COCKLE FINISH 
25% RAG — SUBSTANCE 9 
a Beautifully Boxed & Labeled 


1 Rm.—500 Sheets to box. 
Min. order — Single Carton containing 24 Rms. 
8'2x11—SINGLE CARTON LOTS....$1.10 Rm. 
10 CARTON LOTS............ 1.05 Rm. 
20 CARTON LOTS............ 1.00 Rm. 

F.O.B.—PHILADELPHIA 


8'2 x 13 AND LARGER SIZES AVAIL- 
Adding Machine Rolls ABLE — PRICE IN PROPORTION. 
Bond ® Mimeo, etc, SAMPLES AND PRICES UPON REQUEST. 


mnt COMMERCIAL PAPER COMPANY 
PRINTING AND INDUSTRIAL PAPER SINCE 1919 
523-27 CHERRY STREET © PHILADELPHIA 6, 


Visible Record 
= 200 Cards My 1.60 


ness 


WRITE FOR 

SAMPLES & PRICES ON 
Second Sheets 

Blotting ® Envelopes 
Card Board 


PENNA 


Complete 
Quick « Convenient 
Save Time 


Handifax Cards join together. File sheets of 
cards on edge in correspondence folders. Use 
half inch visible margin for Indexing, Tabulation 
and Color Signals. 
Ten years national use. 
) Order today, money back guarantee. 
Ask for catalog 


ROSS-GOULD CO. 
311 N. Tenth St. (1) 


—aeg 
Sheets of Cards 


Handifa 


STENOGRAPHERS 


Clarotype cleans typewriter type ~ 
stantly, thoroughly, economically. 

brushing — no spattering — non- Yontame 
mable. Order a 50c bottie from your 
stationer or typewriter supply dealer. 


THE CLAROTYPE CO., Inc. 


261-BM Broadway New York7,N.Y. 


CLAR- O-TYPE 


THE BEST KNOWN TYPE CLEA 
KNOWN AS THE BEST 


WITHHOLDING 


APEX 1948 | W-2 STATEMENTS 


NOW READY! 


The time-saving APEX W-2's for 1948 are 
approved by the Bureau of Internal Revenue. 
Snap-out construction, carbon interleaved, 
imprinted or blank. Special window envel- 
opes made to fit the APEX W-2 forms also 
available. W-2's also made in 5 part sets, 
including N. Y. STATE FORM and 5 part 
all FEDERAL STATE FORM at no addi- 
tional cost! All forms supplied singly or in 
continuous strips. 

3 DAY DELIVERY of imprints — blanks 
shipped same day! Write now for FREE 
SAMPLE and prices. ORDER TODAY! 


, APEX Business SySTE 
pa = Accouthing Fuss aiid Syslete 
ise NASSAU STREET 


NEW FEATURE: Employee's original and 
duplicate NOW furnished in a ONE PIECE 
FOLD-OVER CONSTRUCTION — addi- 
tional time saved. 


NEW YORK 7. NY. 


For Mounting With Complete V 
GrgeZ 


RANSPA 
be pene | @ 
. “CLEAR AS GLASS” 


a. 
S. 
> 
x 


The ideal corners for mounting 
photos, stamps, clippings, ete.. in 
albums or wherever desired. Will 
not injure gummed backs of stamps. 
Used for years with perfect satisfae- 
tion. Photos or prints may be re- 
moved at will. Made with black 
or white background. 


Order from your dealer or write 


oo. Available for immediate dled 

) 

lel KARDEX—ACME—Y & E—GLOBE 
. WERNICKE—POST INDEX—RAND 
an and other visible systems. 

wel... Addressographs, Multigraphs, Mimeographs, Dictating 

a ey machines, Steel Files, Lockers, and Shelving. 

3. All completely rebuilt and guaranteed by 

ia “The House That Confidence Built” 

TS FELDCO Loose Leaf CORP Universal Office Equipment Co., Inc. 
lise 1505-11 W. LELAND AVE. CHICAGO 40, ILLINOIS 7-9 Waverly Pl., New York 3, N. Y., GRamercy 3-3741 


1948 February, 1948 


4709-10 N. Clark Street, 
Engel Art Corners —_ Co. “Chicago 40. Illinois 
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IF YOU'RE TOPS 
IN YOUR FIELD... 


How Can You Advance? 


This is addressed to successful office management 
men who know that the chances for further ad- 
vancement are remote. You've been at the top 
for a while and now wonder how you can use your 
experience to increase your earnings. You welcome 
an opportunity to earn in direct proportion to 
your abilities and drive. No doubt you have 
already considered a business of your own. The 
Wassell Organization has several profitable 
openings to sell and distribute two outstanding 
products in the business records field: PRO-DUC- 
TROL—the unique system of visible control used 
by more than 8,500 companies; SIG-NA-LOK— 
the most amazing improvement in the $20,000,000 
annual visible records field in 25 years . . . just 
introduced by the Wassell Organization. 


As either distributor or salesman you would be 
dealing with men of your own caliber and back- 
ground. Your particular business experience is a 
vast reservoir which will serve you profitably in 
distributing or selling these superior products. 


Check the advantages of being 
associated with our company: 


® Business of your own 

® Protected territories 

® Top income for men of initiative 
® No inventory investment required 
® Products nationally advertised 

® Direct mail advertising 

® Equipment competitively priced 

® Many protected patented features 
® Cooperation of parent company 
® Progressive, young organization 


If you are interested in these splendid opportunities write 
fully—only those offering complete details will be consid- 
ered. Your reply will be held in confidence. 


F. Lloyd Wassell, President 


WASSELL ORGANIZATION, INC. 


Westport « Connecticut 


Acco Products, Ine...... 91 


Accurate Parts Mfg. Co. 94 
Ace Fastener Co........ 95 
Adirondack Chair Co... .100 


All Purpose Metal Equip- 
ment Corp. ........ 76 


| All-Steel Equipment, Ine. 3 
| Amberg File & Index Co. 71 


American Hair & Felt Co. 64 
American Photocopy 


Equipment Co. ...... 60 
American Writing reper 

Lo Re re 58 
Apex Business Systems. .101 
ro, & > ee . 94 
Art Steel Sales Corp. 78, 79 
Audograph Division ...... 3 
Autocopy, Inc. . : 95 


Baindbridge, Kimpton 


& Haupt, Inc...... ‘ 
BonnarVawter, Inc. ..... 98 
Boorum & Pease........ 13 
Browne-Morse Co. sana 
re 15 
Cardinal Sales, Inc. 99 
Carlton-Surrey, Inc. ...... $6 
Clarotype Co., The......101 
Codo Mfg. Corp......... 68 


Cole Steel Equipment Co., 
43, 44, 45, 46 
Commercial Controls 
Core. .!... .... 66 


Commercial ee Co. ..101 
a eugpiain we: 


Corp. ..... 69 
C-Thru Ruler Co. + 5 ae 
Dennison Mfg. Co. . 84 
Bebe: BRC. i ees ccs sce  @ 


Eagle Pencil Co., Inc.... 89 


Eastman Kodak Co. ...... 55 
Engel Art Corners Mfg. 

i gee : ., 201 
Engineering Mfg. Co..... 98 
Esterbrook Pen Co. .. 99 


Eureka eeeened Print- 
ing Co. .. ee 


Faber Pencil Co., Eber- 
ee 16 


| Faries Mfg. Co... ee 


ELLE I TLL LES III LIO LE SE: EAE AII AEA 


Feldco Loose Leaf Corp..101 
Fulton Specialty Co..... 95 
Fyl-A-Kard Mfg. Co... .161 


General Fireproofing Co. 9 


General Pencil Co..... 80 
Globe-Wernicke Co. ...... 57 
Graff Co., George B..... 95 
Gray Mfg. Co., The..... 3 


Guide svetion & Supply “ 


RE ee PO are 


OFFICE MANAGEMENT AND EQUIPMENT 


INDEX TO —— 


Heyer Corp., The lf 
Hotchkiss Co., E. A,, The |: 


Indiana Desk Co. 


Invincible Metal Fumi 
ture Co. .... 


Koh-I-Noor " Pencil Co, 
Inc. .. gs 


Lipton Mfg. Co., Ine. 


Manifold Supplies Co, 
Maso Steel Products... 1) 
Mittag & Volger, Inc. 
Moore Business Forms, 
Inc. er 
Mutual Stationers 
Carp. .<.. ir 
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